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UNDER SECRETARY OF DEFENSE
1 100 DEFENSE PENTAGON

WASHINGTON DC 20301-1100

COMPTROLLR FOreWORD JAN 3 1995
This Volume of the Department of Defense Financial Management Regulation is issued under the

authority of DoD In-Aruction 7000.14, "DoD Financial Management Poiicy and Procedures." It governs
financial managemk Lt by establishing and enforcing requirements, principles, standards, systems, S
procedures, and practices necessary to comply with financial management statutory and regulatory
requirements applicable to the Department of Defense. It directs financial management requirements,
systems, and functions for all appropriated, nonappropriated, working capital, revolving, and trust fund
activities. In addition, it directs sta:-utory and regulatory financial reporting requirements.

Heads of DoD Components shall ensure that the provisions of this Volume are adhered to in day- •
to-day operations. Activities must sa+ýsfy their bargaining obligations under 5 U.S.C.71, adhering to
policies and procedures contained in i !olume. Unions should be given advance notice of the changes,
and the changes ordinarily would no, e implemented until bargaining is completed. When changes
conflict with existing negotiated agreem, itts, they generally do not 3pply to covered employees until the
agreement expires and the bargaining obligation is fulfilled.

S

This Volume of the Regulation applies to the Office of the Secretary of Defense;.the Military
Departments; the Chairman of the joint Chiefs of Staff; the Unified Combatant Commands; the Inspector
General of the DoD, the Defense Agencies, and the DoD Field Activities (hereafter referred to collectively
as "DoD Components").

This Volume of the Regulation is effective imnediatelv and iq mandatory for use by all DoD l 0
SConmponents The Heads of the VoL. Components shall not issue supplementary directives or regulations
without the prior written approval of the Office of the Under Secretary of Defense (Comptroller).

The reporting requirements contained in this regulation are exempt from licensing in accordance
with paragraph E.4.f., of DoD 8910.1-M, "Procedures for Management of Information Requirements."

Forward recommended changes to this Volume of the Regulation through chamnels to the address
below. Submit requests for deviations from or exceptions to specific standards, with justification, to:

Office of the Under Secretary of Defense (Comptroller)
1100 Defense Pentagon
Washington, DC 20301-1100

DoD Components will be provided copies of this Volume of the IRegulation through their normnal
publications channels. Other Federal Agencies and the public may obtain copies of this voluime from the
National Technocal Information Service, 5285 Port Royal Road, Springfield, VA 22161, (703) 487-4650.

Acceslort ForN~ii
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DoD Financial Management Regulation Volume 8, Introduction

INTRODUCTION (
TO THE

DoD FINANCIAL MANAGEMENT REGULATION

GENERAL 0

The DoD Financial Management 7.. Military Pay Policy and
Regulation provides all DoD Components with Procedures
the policy, regulation, and procedures within the
area of responsibility of the Under Secretary of R. Civilian Pay Policy and
D~efense (Comptroller). The Regulation consists Procedures
of the following 15 Volumcs:

9. Travel Policy and Procedures
1. General Financial Mnagement

Information, Systems, and Requirenments 10. Conlraki Payment Policy and
Procedures

2. Budget Formulation and
Presentation 11. Reinmbuit.sale Op eations, 'olicy

and Procedures
3. Budget Execution - Availability

and Use of Budgetary Resolirces !2. Special Accounts. Funds and'Prog rams

4. Accounting Policy and 
* m

Procedures 13. Nloappropriuod Funds Policy
and Froced ires

5. Disbursing Policy and
Procedures 14. Financial Management I-d uc'atiOn

and Training
6. Reporting Pliicy and l'roced ores

15. Securily Assistance Policy and
Procedures

AUTH1ORIZA HION
O

This R|egulation i.; issued by the Under Secretary of Defense (Comptroller) under authority of Dot)
Instruction 7000.14 (reference (a)).

PARAGRAPH NUMBERING SYSTEM

The paragraph numbering system of this Regulation is consistent for all 15 Volumes. The 6 digit
paragraph number and its subparagraph designators are formulated as follows:

01 01 I1 A. 1. a. (1)(a)
CI IAPTER I sEcrION 1 'PARAGRAPH I SUBI'ARAGRAPI ISOI

iii
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PUBLICATIONS SUPERSEDED U.)

This Volume of the Regulation (Volume 8) incorporates the contents of the following: 4)

DoD 7220.9-M, DoD Accounting Manual (Chapter 16), Dec. 14, 1987;

DoD Directive 1412.2, "Contributions to State Retirement Programs for National Guard Technicians,"
June 15, 1982;, and

DoD Directive 1418.4, "Civilian Pay Allotments," March 16, 1979.

This!; Volume supersedes the following manuals and regulations as civilian pay accounts are
transferred to the Defense Finance and Accounting Service's consolidated civilian payroll offices: U

Army Reguilation 37-105, Finance and Accounting for Installations: Civilian Pay Procedures;

NAVSO P.1000, Navy Comptroller Manual, Volume 3, Chapter 3: Appropriation, Cost, and Property
Accountini',; (Field);

Air Force l.egulation 177-1(04, including Changes 1 through 5, Civilian Pay Transactions at Base l evel; and

DLAM 7000.01, DLA Accounting and Finance Manual, Chapter 10, Section t . . -
•

PS

S
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(a) DoD Instruction 7000.14, 'DoD Financial Management Policy and Procedures," Novemuer 15, 1992 4
(b) Title 5, United States Code, Chapters and Sections as follows:

102 Military departments
105 Executive agency
552a Records maintained on individuals
5.6 Hearings; presiding employees; powers and duties; burden of proof; evidence; record as

basis of decision
557 Initial decisions; conclusiveness; review by agency; submissions by parties; contents of

decisions; record
2103 The excepted service
3104 Employment of specially qualified scientific and professional personnel B
3105 Appointment of administrative law judges
3343 Details; to international organizations
3394 Noncareer and limited appointments
3401 Definitions
3402 Establishment of part-time career employment programs
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3404 Personnel ceilings
3405 Nonapplicability
3406 Regulations
3407 Reports
3408 Employee organization representation
3582 Rights of transferring employees
41 Training
1108 Employee agreements; service after training
45 Incentive awards
4502 General provisions
5102 Definitions; application
53 Pay rates and systems
5304 Locality-based comparability payments
5305 Special pay authority
5307 Limitation on certain payments
5311 The Executive Schedule
5312 Positions at Level I
5313 Positions at Level II
5314 Positions at Level III
5315 Positions at Level IV
5316 Positions at Level V
5317 Presidential authority to place positions at Levels IV and V
5318 Adjustments in rates of pay
5335 Periodic step increases
5343 Prevailing rate determinations; wage schedules; night differentials
5344 Effective date of wage inc ease; retroactive pay
5363 Pay retention
5372 Administrative law judges
5376 Pay for certain Senior-level positions
953S1 Definitions
5382 Establishment and adjustment of rates ot pay for the Senior Executive Service
5383 Setting individual Senior Executive pa-,
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5384 Performance awards in the Senior Exvcutive Service Wit
5385 R(egulations3
55 Pay administration
5505 Mcioihily pay periodus; comiputatioi! ef pa),y
5514 hLISUHtllmet 6deUCtion for indýebte..itss zo the UnIted S~tares;
5515 Crediting amnountsý received for jury or witness service.
5517 Withhnlluirg, State income taxes

18- O cuucitons (or Stawe r-eirenment stms.Naiioliwi Guard eirip(.yee

55i9 lrcdilting amnounts received for certain Reserve or National Guard service
552(1 Withholding ot c'ity or county incomec o, employnment taxes
5520a Garnishment of' pay

u52 AvanIke paymirents; rates; atiteunis teCOVeratILc

5524ai Advanicc payments for new appointees
5525 Allotment arid assignment ni pay
5532 Employment of retired mefnbers of tht! uniformei serviceVs; reduction in retired Or re!tainecr

553 Dal pay from more than one posit ivni; limitatious. exceptionis
5537 F'ees for jury aid witness service
5541 Djefinitions

5542 Overtime rates; computationH

5544 VWage 0oard overtime und Sunday rates; ýcomputAtionl
5545 Nighl, sianairt Y, irregular, and hiazardous dutay uiiierential
i546 Pay fir SLunday and holiday work.
5546a Diffe-rential Pdy fbr certain1 em1ployei's o" ihi Federal Aviation Admnii sI ratio!! and the

L~qpartuinlt cf DAeteose0 * *
5V Liiiiilat~onon piciu [pay'

5548i Regailnor-is
5549 Effect onl Other, slatuies
5550. Pay fii Sunday and overtime work: -m p1 oyvves 0 1 a po e funid i ustromeo ~illit i's.
5550ia Compensatory time1 Oft for- religioIus obscTIvaCes;
5 5591 Lump-sum payiniot tor oiccarniulaikd ond acc, uo~d leave, on separatioti
.5552 Lu nip-so n puli net'I1 fo r a ecu nt iated anId acectoed lee i e oni en tern o Active- Duty; Delctiion
551) i Dfinlitmons
5.562 Pay a ta alIowancles; continuanIce whiIle ill a m.Siogj, Sta lUs; liffinitmionIS
.556i3 A~llotments; continuaice, suspensioo, iniliatioui, tesuny tooio, or incr-iews Whie in a tiissing

status; limila mions
5564 Travel and transportation; uependenits;jhouseh~old and pirs ital elevcts-; motor vehlicles; Salo

Of nulky- itetna.; Llialins for proceeds; a pproprciatton Jlai ymable
5565 Agency reviewv

U 556b' Agency aeleriminations
.5.567 Sottierent of accounts
5568 Income tax dielerrrent
5.509 Ben~efits; for comb'tivs
5581 l Nfinitioios
5582 tDesignatiotn oif beneficiary; order of precedenlceA5583 Payment oif money due,; settlemnent of accounits
5584 1 Climis for ovenpuymici of pay an aIliowances. an1d Of ttII ccl, trdnislotittiofl, and rib ~culion

expenses and allowances
55Y5 Seivum ante( paY
5959$i, lie; pay!) dLte, to Un~jLVs;ifird pioo io
57115 Ad vanei-mens ai~d did uctiins

Nil,
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5724 Travel and transportation expenses !mployees transferred; advancement of funds;

reimbursement on commuted basis
5753 Recruitment and relocation bonuses
5754 Retention allowances
5755 Supervisory differentials
5913 Official residence expenses
5927 Advances of pay
5941 Allowances based on living costs and conditions of environment; employees stationed

outside Continental United States or in Alaska
5942 Allowance based on duty at remote worksites
5948 Physicians comparability allowances
61 Hours of work
6101 Basic 40-hour workweek work schedules; regulations
6104 Holidays; daily, hourly, and piece-work basis employees S
6121 Definitionq
6122 Flexible schedules; Agencies authorized to use
6123 Flexible schedules; computation of premium pay
6124 Flexible schedules; holidays
6125 Flexible schedules; time-recording devices

6 6126 Flexible schedules; credit hours; accumulation and compensation
6127 Compressed schedules; agencies authorized to use
6128 Compressed schedules; computation of premium pay
63 Leave
6301 Definitions
63(12 General provisionis
6304 Annual leave; accumulation • 0
6305 Home leave; leave for Chiefs of Missions; leave for crews of vessels

63017 Sick leave; accrual and accumulation
6322 Leave 'or jury or witness service; official duty status for certain witnwss service
6323 Military leave; Reserves and National Guardsmen
6326 Absence in connections with funerals of iunediate relatives in the Armed Forcos
6361 Definitioris

6362 General authority
6363 dstablishment of leave banks
6364 Establishnent of Leave Bank Boards
6365 Contributions of annual leave
6366 Eligibility for leave recipients
6.37 Receipt and use of leave from a leave bank 0
6368 Termination of medical emergency
6369 Restoration of transferred leave
6370 Prohibition of coercion
0371 Accrual of leave
6372 Additional leave bank programs
6373 Limitation on employee participation I
75 Adverse actions-
7701 Appellate procedures

81 Compensation for work injuries
83 Retirement
S331 Lefinitions
O"332 Creditable service
S333 Fligibility for annuity
8334 Deductions, conitributions, and deposits

Xv
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8335 Mandatory separation
8336 Immediate retirement
8337 Disability retirement
8.38 Deferred retirement
8339 Computation of annuity
8340 Cost-of-living adjustment of annuities
"8341 Survivor benefits
8342 Lump sum benefits; designation of beneficiary; order of precedence 5
8343 Additional an-nuities; voluntary contributions
8344 Annuities and pay on reemployment
8345 Payment of benefits; commencement, termination, and waiver of 0nnuity

8347 Administration; regulations
84 Federal employees' retirement system
8411 Credible service
8422 Deductions from pay; contributions for military service
8431 Definition
8432 Contributions
8433 Benefits and election of benefits
8434 Annuities: methods of payment; election; purchase
8435 Protection for spouses and former spouses
8436 Administrative provisions
8437 hirift Savings Fund
8438 Investment of Thrift Savings Fund
8439 Accounting and information
8440 Tax treatment of the Thrift Savings Fund
8440a Justices ind judges •
8440b Bankruptcy judges and magistrates
8440c Claims Court judges
8440d Judges of the United States Court of Veterans Appeals
85 Unemployment compensation
8501 Definitions

" " 87 Life insurance
8704 Group insurance; amourts
8706 Termination of insurance; assignment of ownership
8707 Employee deductions; withholding
8714a Optional insurance
8714b Additional optional life insurance
8714c Optional life insurance on family members,.
89 H-ealth insurance
8905a Continued coverage
8906 Contributions
8906a Temperary employves
8908 Coverage of restored employees and survivor or disability annuitants

(c) Title 31, Code of Federal Regulations, Sections as follows:
210 Federal payments through finaneial institutions by the Automated Clearing Hiouse method
215.11 Agency withholding procedures

(d) Title 31, United States Code, Sections as follows:
3527 General authority to relievw accountable officials and agents from liability
3528 Responsibilities and reli4 tro:n liability of certifying officials
3529 Requests for decisions of the Comptroller General
3541 Di:.tres, warrants
3716 Administrative offset

xviI '
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3717 Interest and penalty on claims (3)
3729 False claims P
3730 Civil actions for false ciaims
3731 False claims procedure 4)
3732 False claims jurisdiction
3733 Civil investigative demands

(e) Public Laws
83-598 Federal Employees Group Life Insurance Act of 1954, August 17, 1954 S
86-382 Federal Employees Health Benefits Act of 1959, September 28, 1959
86-604 Former Congressman - Reemployment, July 7, 1960
90-486 National Guard Technicians Act ot 1968, August 15, 1968
93-416 Compensation for Work Injuries, September 7, 1974
93-579 The Privacy Act of 1974, December 31, 1974
95-437 Federal Employees Part-time Career Employment Act of 1978, October 10, 1978 0
95-598 Revised Bankruptcy Act, October 1, 1979
96-431 Mvlilitary Leave Fiscal Year Basis, Serie mber 8, 1980
96-465 The Foreign Eervice Act of 1980, October 17, 1980
97-276 Continuing Appropriadion for Fiscal Year 1983, October 2, 1982
97-365 Debt Collection Act of 1982, October 25, 1982
98-615 Civil Service Retirement Spouse Equity Act of 1984, November 8, 1Y84
99-196 Federal Employees Flexible and Compressed Work &zhedules Act of 1982, Permanent

Authority, December 23, 1985
99-335 Federal Employees' Retirement System (FERS) Act of 1986, June 6, 1986
100-566 Federal Employees Leave Sharing Act of 1988, October 31, 1988
100-654 Federal Employees' Health Benefits Amendments Act of 1988, November 14, 1988
101-508 Portability of Benefits for Nonappropriated Fund Employees Act of 19901, November 5, 1990 • *
101-509 Fedecal Employees Pay Comparability Act (FEPCA) of 1990, November 5, 1990
102-378 Technical and Miscellaneous Civil Service Amendments Act of 1992, October 2, 1992
102-484 National Defense Authorization Act for Fiscal Year 1993, October 23, 1992
103-3 Family and Medical Leave Act of 1993, February 5, 1993
103-89 Performance Management Recognition System Termination Act of 1993, September 30, 1993
103-94 Hatch Act Reform Amendments c.f 1993, October 6, 1993
103-103 Federal Employees Leave Sharing Act of 1993, October 8, 1993

(f) Comptroller of the Departmer.t of Defense Memorandum, Policy for Direcl Deposit of Pay,
April 22, 1992

*(g) General Records Schedule 2, Payrolling and Pay Administration Records, National Archives and
Records Administration (NARA)

(h) Federal Employees Health Benefits Handbook for Personnel and Payroll Offices
(i) D•partment of the Treasury, Internal Revenue Service, Circular E
(j) Office of Personnel Management Payroll Office Letter 88-13, The Maintenance and Disposition of

Individual Retirement Records, November 8, 1988
(k) Federal Personnel Manual Sopplement 990-2, Hours of duty, pay, and leave, annotated
(1) Title 5, Code of Federal Regulations, Parts as follow:

179 Claims collection standards
213 Excepted service
3'40 Other than full-time career employment (Part-time, seasonal, on-Call, and intermittent)
352.301 Purpose
352.302 Definitions
352.303 Effective date Of tqualization allowance

352.30)4 Internatio'ial organizations coveredbS352.305 Eligibility for detail
352.306 Length of details
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352.307 Eligibility for transfer352.3C8 Effecding employment by traný,ter I

352.309 Retirement, health benefits, and group life iiLsurance
352.310 Equalization allowance
352.311 Reemployment
352.312 When to apply
352.313 Failure to reemploy and right of appead
352.314 Consideration for promotion
353 Restoration to Duty From Military Service or Compensabh Injury
410 Training
410.509 Failure to fulfill agreements to continue in service
451 Incentive Awards
451.301 Authority and coverage
451.302 Purpose
451.303 Definition
451.304 Policy
451.305 (;ranting time off awards
451.306 Scheduling and use of time off awards
451.307 Documenting time off awards
530 Pay Rates and SystemLs (General)
53W Sub B3 Aggregate Limitation on Pay
530.203 Administration of aggregate limitation on pay
531 Pay Under the General Schedule
531.101 Definition.. Interim Geographic Adjustments
53,,203 Determining Rate of Basic Pay; General provisions * * O
531 Sub U Within-.Grade Increases
531.409(d) Waiver of -.'quirement for determination
532 Prevailing Rate Systems
532 Sub B Prevailing rate determination
532.511 Environme.-tal differentials
534 Pay Under Other Systems
540.108 Special prowisiolls for pay administration
550 Pay Administration (General)
550 Sub A Premium Pay
550.105 Biweekly maximnum earnings limitation
550.114 Compensatory time off for irregular or occasional overtime work
550.121 Authorization of night pay differential
550.122 Computation of flight pay differential
550.141 Authorization of premium pay on an annual basis
550.142 General restrictions
5.50.143 Bases for determining positions for which premium pay under 550.141 is authorized
550.144 Rates of premium pay payable under 550.141
550.151 Authorization of premium pay on an annual basis p
550.30i Allotments and Assignments .From lederal Employees; LIetinitions
55().311 Authority of agency
550.312 General limitations
550.321 Labor Organization; Authority
550.322 Savings provision
550.331 Association of Managemini Officials and/or Supervisors; Scope I
5504.341 Combined Federal Camnpaign; Sk-ope
550.342 Limitation of Allotment
550.351 Income Tax Withholding; Scope

xviii
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550.361 Al!otments for Savings; Scope
550.371 Alimony and/or Child Support; Scope
550.381 Foreign Affairs, Agency Organizations; Scope
550.401 Payments During Evacuation; Purpose

550.402 Applicabiliky
550.403 Employee coverage
550.404 Definitions
550.405 Limitations
550.406 Approval of agency regulations
550.407 Payment to employees of other agencies
550 Sub F Reduction-in-Retired-Pay Provisions of the Dual Pay Statute
550.601 Scope
550.602 Definitions
550.6W3 Exception.s to reduction in retired or retainer pay
550 Sub G Severance Pay
55(1.707 Computation of severance pay
55U Sub H 3ack Pay
550,805 Back pay computations,
550.806 Interest computations
550.807 Payment of reasonable attorney fees
550 Sub I Pay for Irregular or Zntermittent Duty Involving Physical Hardship or Hazard
S5t).901 Purpose
550.'X)2 Definitioms
550.)03 Es.,tablishment of hazar.., pay differentials
550.904 Authorization of hazard pay diffierentials
550.905 Payment of hazard pay differentials
550.906 Termination of hazard pay differential
550.X)7 Relationship to add;ional pay payable under other statutes
550.1001 Coverage
550.1002 Compensatory thie off fow m.ligiow; observanceL;
5501 Sub K Collection by Offset firom Indebted Government Employees
550.1103 Definitiowst
550.1104 Agency regulations
550.1108 Requesting recovery when the current paying agency is not the creditor agency
551 Pay Adminishtation Under the Fair Labor Standards Act
551.10)1 General
"551.511 Overtime Pay Compulationos-lh-urly regular rate of pay
551.512 Overtiniv 1';ay CZnputalims-Overtime pay entitlement
572 Travel and Transportation Expenses; New Appointees
575 Recruitment an6 kelocation Bonuses; Retention Allowances; Supervisory Differentials
575.106 Servic- agreement
575.2A)6 Service agreement
581 Processing Garnishment Orders foir Child Support and/or Alimony
581.103 Monuys Wh•c-h are Subjectt to Ganilsh.ment
581.11)5 Exclusions
581.402 Maximum garitis.hmenL limitations
591 Allowances and Ditmr-ntiai:L
595 Physicians' Comparal iliiy Allowaices
611) I lours of Duty
630 AlISe-1CP and LOea~te
630) 202 Fuil biweekly pay pt.riod; lo: , .. ng::
6,30k 204 Fractional pay periods
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630.209 Refund for unearned leave
630.210 Uncommon tours of duty
630.301 Annual leave accumulation-Senior Executive Service
630.302 Maximum annual leave accumulation-forty-five day limitation
630.303 Part-time entployees; earnings
630.305 Designating agency official to approve exigencies
630.306 Time limit for use of restored annual leave
630.309 Time limit for use of restored annual leave-extended exigency of the public business
6.30.407 Sick leave used in computation of annuity
630.501 Annual leave recredit
630.502, Sick leave recredil
630 Sub F Home Leave
630.601 Definitions
630.602 Coverage
630.603 Computation of service abroad
630.604 Earning rates
630.605 CompuLation of home leave
630.606 Grant of home leave
630.607 Transfer and recredit of home leave
630 Sub G Shore Leave
630.701 Coverage ,
630.702 Definitions
030.703 Computation of shore leave
630.704 Granting shore leave
630 Sub H Funeral Leave I *
630.801 Applicability
630.802 Coverage
630.03 Definitions
630.804 Granting of funeral leave
630.901 Purpose and applicability
630.902 lkefinitions
630.906 Transfer of annual leave
(30.911 Restoration of transferred annual leave
630.10((1 P'urpose and applicability
630.1004 Application to become a leave contributor and leave bank member
752 Adverse Actions
831 Retirement
831.201 Exc!usions from relirement coverage
831.204 Elections of retirement coverage under thrv Portability of Benefits for Nonappropriated Fund

Employees Act of 1990
831 Sub M Collection of Debts
831.1801 Purpose
831.180,2 Scope.
831.1803 Dcfinitions -

831.1804 Conditions for requesting an offset
831.1805 Creditor ageocy processing,; for nonfraud claims
831.1804 OPM processing for' non-fraud claims
831.1807 installment withholdini's
831.18()8 Specki! proce,.sing for fraJd ltluim;i
842.102 coveragv; Lefirlitions
842.104 Exceptions and :cp.in"no:
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842.106 Elections of retiremenm coverage under the Pornai'lity of Benefits for Nonappropriate% 7und
Ernpluyees Act of 1990

845 Federal Employees Retirement System - Debt Coilection
845 Sub D Agency Requests to OPM for Recovery of a iOebt h-o.A hee Civil Sci ice Retirement .4r)

Fund
845.401 Purpose
815.402 Scope
845.403 Definitions
845.404 Conditions for requesting an offset
845,405 Creditor agency processing fur non-fraud claims
845.406 OPM processing for non-fraud claims
845.407 Installment withholdings
845.408 Special processing for fraud claims
870.204 Waiver and cancellations of waiver of insurance coverage
870.302 Annual rates of pay
870.501 Termination and conversion of insurance coverage
871.501 Termination and converion of insurance
872.501 Termination and conversion of insurance
873.205 Cancellation of declination
873.591 Termninition and conversion of insurance
890.304 Termination of enrollment

(in) Section 709 of titic 32, United States Code, National GuarJ, Caretakers and clerks
(n) Title 29, United States Code, Sections as follows:

201 Fair Labor Standards Act of 1938, 'une 25, 1938
202 Congressional finding and declaration of policy *
203 Definitions,
204 Administration
205 Special indu:.try committees for Puerto Rico and Virgin lsland&
206 Minimum wage
207 Maximum hours
208 Wage orders in Puerto Rico and Virgin Islands
209 Attendance of witnesses S
210 Court review of wage orders in Puerto Rico and Virgin Islands
211 Collection of data
212 Child labor provi'dons
213 ELeniptions
214 Enmployment uider ,pecial certificate
215 Piohibited acts; pti!na facie evidence
216 Penalties
217 Initjoction proceedings
218 R1(lation ito other laws
219 Separability oif provisions

(o) Dkeputy Secretary of Defense Memorandum, Approval oft )vertime, LDcem' or 18, 1979
(p) Comptroller General Decisions as follow:

26 Comp Gen 751) (1947)
30 Comp Gen 521 (1951)
34 Comp Gen 382 (1955)
35 Comp Gen 208 (1955)
37 Comp GCwn 362 (1957)
40 Camp Gen 47) (1961)
41 Comp Cen 273 (1961)
49 Comp Gen 2.33 (1969)
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49 Comp Gen 287 (1969)
50 Comp Gen 847 (1971)
52 Comp Gen 860 (1973)
53 Comp Gen 814 (1974)
54 Comp Gen 1071 (1975)
56 Comp Gen 393 (1977)
58 Comp Gen 90 (1978)
58 Comp Gen 167 (1978)
59 Comp Gan 261 (1980)
59 Comp Gen 494 (1980)
62 Comp Gen 216 (1983)
64 Comp Gen 142 (1984)
64 Comp Gen 907 (1985)
65 Comp Gen 865 (1986)
70 Comp Gen 263 (1991)

Comp Gen B-131259, January 23,1976
Comp Gen B-179161, August 29, 1973
Comp Gen B-185466, August 19, 1976
Comp Gen B-194777, October 30, 1979
Comp Gen B-219496, January 22, 1986
Comp Gen B-226465, March 23, 1988

Comp Gen B-235638, December 4, 1990
Comp Gen B-253969, November 1, 1993

Comp Gen Unpublished B-125762, November 19, 1957
Comp Gen Unpublished B-147031, September 11, 1961 &February 5, 1962 * *

(q) Federal Personnel Manual Letters as follows:
550-78 Interest on Back Pay, May 31, 1988
551-1 Interim Instructions for Implementing the Fair Labor Standards Act, May 15, 1974
551-5 Instructions for Applying the Fair Labor Standards Act (FLSA) to Federal Employees

Engaged in Fire Protection Activities or Law Enforcemeni Activities, January 15, 1975
551-6 Additional instructions for implementing the Fair Lalhr Standards Act (FISA), June 12,

1975
551-14 Instructions for applying the Fair Labor Standards Act (EISA) to Federal employees in

receipt of annual premium pay (other than those employees engaged in fire protection
activities or law enforcement activities, May 15, 1978

551-20 Fair Labor Standards Act Overtime Standards for Employees Engaged in Fire Protection
Activities or l.aw Enforcement Activities, Seplember 20, 1983

551.22 Paid Absences iss "Hours of Work" Under the Fair labor Standards Act, December 23, 1987
551-24 Changes in FLSA pay administration resulting from the Federal Employees Pay

Comparability Act of 1990, January 14, 1992

(r) Federal Personnel Manual Supplement 532-1, Federal wage system
(s) Executive Orders

101,00(0 Part il
10,903
11,997

(t) Department of Slate Standardized Regulations (DSSIZ), Govwrnment Civilians, lomign Aiaas, April
1961, as amended
Chapter 100 Quarters AIlowanc[e
Chapter 100, section 120 Temporary quarters subsistence allowance
Chapter 200 Cost-of-living allowances
Chapter 200, section 220 Post allowance
Chapter 200, section 24(1 Foreign transfer allowance

6~ ~ - --------- 0
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Chapter 200, section 250 Home service transfer allowance
Chapter 200, section 260 Separate maintenance allowance
Chapter 200, section 270 Education allowance
Chapter 200, section 280 Education travel
Chapter 300 Representation allowances
Chapter 400 Official residence allowance
Chapter 500 Post differential
Chapter 600 Payments during an ordered/authorized departure
Chapter 650 Danger pay allowance
Chapter 900, section 925 Maximum rates of per diem allowances for travel in foreign areas

(u) DoED Manual 1400.25-M, Chapter 592, "Overseas Allowances and Differentials," June 10, 1988
(v) DoD Directive 7045.13, "DoD Credit Management and Debt Collection Program," October 31, 1986
(w) Title 20, Code of Federal Regulations, Parts as follows:

10 Claims for Compensation Under the Federal Employees' Compensation Act, as Amended
10.206 Agency accounting and reporting of continuation of pay
60Y) Unemployment compensation for Federal civilian employees
609.9 Provisions of State law applicable to UCFE claims
609.21(b) Findings of Federal agency; Failure to meet time limit

(x) Federal Employees Group Life Insurance Handbook for Personnel and Payroll Oifices
(y) Civil Service Retirement System Act of May 29, 1930, as amended by P.L. 86-604, Former

Congressman - Reemployment, July 7, 1960
(z) Title 26, United St~tes Code, Internal Revenue Code, Sections as follows:

112 Certain combat pay of members of the Armed Forces
3102 Deduction of Tax from wages
3111 Rate of tax 0
3112 Instrumentalities of the United States
3121 Employment Taxes - General Provisions - Definitions
3122 Federal service
3306 Definitionts (Federal Unemployment Tax Act)
3402 Income tax collected at source
6331 Levy and distraint
6334 Property exempt from Levy

(aa) Section 659 of title 42, United Slates Code, Enforcement of individual's legal obligations to provide
child support or make alimony payments

(ab) Title 11, United States Code, Section. as follows:
1322 Contents of plan
1325 Confirmation of plan

(ac) CSRS and FERS Handbook for Personnel and Payroll Offices
(ad) Guide !o Personnel Data Standards
(ae) Title 32, Code of Federal Regulations, Parts as follows:

79 Contributioms to State retirement programs for National Guard technicians
79.5 Procedures
79.6 Responsibilities b
79.7 Standards for contributions agreements with State retirement programs for National Guard

technicians
(af) 59 Federal Register 14,541, 14,544, and 14,544, March 29, 1994
(ag) Treasucy Financial Manual, Volume I
(ah) DoD Directive 1426.1, "Labor-Managoment RIelations in the DoD," November 10, 1988
(ai) DoD Directive 5035.1, "Fund-Raising Within the Department of Defense," August 28, 1990) 3
(aj) DoD Instruction 5035.5, "DoD Combined Federal Campaign - Overseas Area," August 17, 19900 (ak) Thrift Savings Plan Bulletins as follows:

87-16 Guidelines for computing basic pay for the Thrift Savings Plan, February 26, 1987

xxiii
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87-22 Technical corrections relating to eligibility for the Tiriit Savings Plan opn seasons for 1987,
April 13, 1987

87-31 Questions and answers concernhg basic pay for the Thrift Savings Plan, August 7, 1987
87-64 Final Thrift Savings Plan error correction regdilations, December 28, 1987
88-26 Alternative procedures for processing Thrift Savings Plan loan payments, June 9, 1988
90-22 New procedures for processing negative adjustment records, August 07, 1990

(al) Department of the Treasory, Internal Revenue Service, Publicaticn 1494
"('a1) Federal Pe-sonnel Manual, Chapters as follows:

304 Employment of individual experts and consultants
340 Other than full-"ime career employment (part-time, seasonal, on-call and intermittent)
353 Restoration to duty from military service or compensable injury
451 Incentive awards
550 Pay administration (general)
630 Absence and leave
850 Unemployment benefits

(an) Title 39, District of Columbia Code
(ao) Federal Personnel Manual Supplement 351-1, Reduction In Force
(ap) Title 38, United Stites Code, Sectionls as follows:

2021 Right to reemployment of inducted persons; benefits protected
2024 Rights of persons who enlist or are called to active duty; Reserve,;

(aq) Guide to Processing Personnel Actions
(ar) Title 4, General Accounting Office Policy and Procedures Manual for Guidance of Federal Agencies,

Claims

(as) Section 3968 of title 22, United States Code, Lucal compensation plans
(at) DoD instruction 1400.10, "Employment of Foreign Nationals in Foreign Areas," Decembner 5, 1980 £
(au) V•oD Manual 1410.6-M, "Foreign National Compensation," January 1990.. , 0
(av) Part 251 of title 35, Code of Federal Regulations, Regulations of the Secretary of the Army (Panama

Canal Employment System)--Personnel policy
(aw) DoD Directive 1400.6, "DoD Civilian Employees in Overseas Areas," February 15, 1980
(ax) Canadian Government Public Service Superannuation Act
(ay) Title 20, United States Code, Sections as follows:

901 Pay and Personnel Program for Overseas Teachers, Definitions
902 Regulations of Secretary of Defense
903 Administration
904 Leave
905 Quarters, quarters allowance, and storage
906 Entitlements in addition to basic compensation
91)7 Applicability of other laws

yiax) Dot-) Directive 1400.13, "Salaries and Personnel Practices Applicable to Teachers and Other Employees
of the DlD Overseas Dependents' Schools System," July 8, 1976

(tha) Title 10, United States Code, Sections as follows:
941 Article 141 Status
942 Article 142 Judges •
943 Article 143 Organization and employees"I-L-A A 1 4 "o Ptdur

',15 Article 145 Annuities for judges and survivors
940 Article 146 Code committee
2031 Junior Reserve Officer's Training Corps

(•h) T itle 4, Code oif Federal Regulations, Parts as follows:
S91 Standards for Waiver
91.5 Conditions for waiver
92 Procedure

xxiv
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101 Scope of Standards
101.2 Definitions
102 Standards for the Adminis trative Collection of Claims 3
102.3 Collection by administrative offset
102.4 Administrative offset against amounts payable from Civil Service Retirement and Disability

Fund
102.13 Interest, penalties, and administrative costs
103 Standards for the compromise of claims
104 Standards for suspending or terminating collectiorn action
104.2 Suspension of collection activity
105 Referrals to Department of Justice or GAO

(bc) Title 18, United Stittes Code, Sections as follows:
286 Conspiracy to defraud the Government with respect to claims
287 False, fictitious or fraudulent claims
1i.)1 Statements or entries generally
1002 Possession of false papers to defraud United States

(bd) Defense Finar.ce and Accounting Service Memorandum, subject: Change 6 to the DFAS Rgulation
on Delegating Statutory Authority, January 29, 1992

(be) Defense Finance and Accounting Service Regulation No. 005, Waiver of Claims Due the United States
Arising Out of Certain Erroneous Payments Made to Civilian and Military Personnel, January 29),
1992

(bf) DT)D Directive 1342.20, "Department of Defense Education Activity," October 13, 1W92
(bg) Title 6, General Accounting Office Policy and Procedures Manual for Guidance of Federal Agencies:

P'iy, Leave, and Allowances
(bhi) DoD Instruction 772(0,22, "Report of Work-Years and Personnel Costs for D-0 Civilian Employment,

June 13, 1979 * *
(hi) Federal Information Resources Management Regulation Bulletin B-2
(bj) DoD Instruction 7710.3, "Reporting of Personnel and Payroll Outlays by Operating Location," January

12, 1987
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DEFINITIONS
I

1. Administrative Offset. The withholding of money payable by the United States to, or held by the
United States for a debtor to satisfy a debt the debtor owes the United States. Administrative offset
includes offset from salary (pay).

2. Advance of Pay. A single lump-sum payment authorized with each permanent change of station to 0
a post in a foreign area.
3. Allotment. A recurring, specified deduction from pay authorized by a civilian employee to be paid

to an allottee.

4. Allottee. A person or institution to whom an allotment is made payable.

5. Allotter. The employee from whose civilian pay the allotment is made.

6. Annuitant. A retired Federal employee or his/her survivor who is receiving payments from the
Office of Personnel Management.

7. Beneficiary. A person other than a recipient who is entitled to receive all or part of a benefit payment
from the Federal Government.

8. Continental United States (CONUS). The 48 contiguous States and the District of Columbia.

9. Continuation of Pay. l'ayment made to an employee during an absence from the job due toa Ia
traumatic on-the-job injury.

10. Data Element. A named identifier of each of the entities aa, their attributes that are represented in
a database.

11. Data Element Value. Value input into a database that represents the literal representation for a data
element.

12. Det Any amiou nt of money or any property owed to u hinD Component or anot her Federal Agency
Sby any person, organization, or entity except another U.S. Federal Agency. Debts include insured or
guaranteed loans and any other amnunts due from fees, leases, rents, royalties, services, sales of real or
personal property, oroverpayments, penalties, damages, interest, fines and forfeitures, and all other claims
and similar sources. Delays in processing employee-ehected coverage or a change in coverage under
Federal benefits programs are not normally considered debts if processing delays did not exceed two
monthly or four biweekly pay periods. Amounts due a nonappropriated fund instrumentality are not
debts owed the United States unless specifically included by this Regulation.
13. Deductions. Mnnivs withheld, by law or voluntarily, from an employee's pay (salary). The three

basic types of deductions are:

a. Those required by law, regulations, or civilian legal decisions;

b. Those for benefits specifically authorized by law, such as health and life insurance; and

c. Voluntary, personal allotments to a design ted payee.

xxvii

I

I -



OF Volume 8, Definiitions DoD Financial Management Regulation

14. Depoartmnta Reorter An organizational entity located at a DEAS Center responsible for serving

as he ocl pin fo aMilitary Service when dealing with the Office of Personnel Management and the

15. Deposit FudAconsExpcnditure accounts established to account for receipts (1) held in suspense
temporarily and later refunded or paid into some other fund of the Govemmennt, or other entity, or (2)
held by the Government as banker or agent for others and paid out at the dircction of the owner. Such
fund: are not available for paying salaries, grants, or other expenses of the Government. Expenditures
are often offset by receipts within this type of fund.

16. Direct Deposit System. A Federal Government service for employees who authorize the automatic

deposit of net pay, travel, and savings allotments to their personal bank account.

17. Disposable Pay. The amount that remain.% after pay (salary) is redlufed by amounts that are:

a. Required by law to be, deducted;

b. Properly withheld for Federal, State, and local income taxes;

C. Deducted as health insurance prenmiunms;

d. Deducted ats normal retirement contributions; and

e. Deducted as normal life insurance Premiums.

18. Il)D Components. The Office of the Secretary of DeXfense, the Military Departmenoi;, thle Cliairniin
of thle Joint Chiefs, of Staff, thle Unified Comnbatant Command,., twheinspector General of' thCeINA), the
Uniformed Services University of thle Health SciC1-ecs-, the DefenSe Agvncies, and the L ol) Field Activitie!s
(hereafter referred to collectively as "DOD) Components").

19. Due Process. Formal procevedings carried out in accordance with established rules, and regulations
Sfor the collection o' debts due the United States.

20. Electronic Funds Transfer 0,171). A system that provides the auiliority to debit or credit accounts, in
financial institutiow; by electronic means ratlher t han source documents (e.g., paper. Checks.). Processing
typically occurs through the Federal Reserve System and/or- the Automated Clea rbig H-ouse (ACI I)
comnpute'r net work. Eli- trans isf~ioins s;hllaI be d esig ned to c tonfoini to tlie( A nirica n Nat ioa Sta IFnda rds
Instituae (ANSI) Accredited Stino1dards C7omnmittee (ASC) X12 s-tandard.

21. Emn~''mcy Medical Technician. A speciali~st in the, technical deta Is of' medical treatmecnt respondinhA
to an urgent need for assist. Ci' requiring iminedia t. action.

22. E~mvloyee. A i iindiv iduoat appoi nted to 4 posit ion in thle [)Dad) midpid fro m a pp ropria ted, revoldving,
or trust funds.

23. Entitlement. Legally established benefits available, to) any per'tson or Unit of Go.vuiniuent meceting
eligibility ruquirements established by Iav

24. Federal. Ag~ency. Any executive agency as defined by 5 Uniited States Code (U.S.C.) 105 (refere-nce
(1h)), including the U.S. P'ostal Service, and the Postl Rate Commission; a Military Department as dri1inud
by 5 U.S.C. 102 (referenlce (b)); an agency of the lcgislativý2 branch, including thdivJS Senate ind U.S.
I IOuseý of Rep resei-na lives; anmd in age ncv Or c:ourt of I h judicial branct.
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25. Federal Reserve Systerm. Any Federal Reserve Distict Head Office, Branch, or regional check 0
processing center that processes EFT payments, including Automated Clearing House, for the Federal
Government.

26. Financial Institution. Bank, savings association, or credit union eligible under 31 Code of Federal 4)
Regulations (C.F.R.) 210 (reference (c)) to serve as a Government depositary.

27. Garnishment. A written notification concerning the attachment of monies to satisfy a debt which
results in the withholding of a specified amount from the employee's pay (salary) to satisfy a debt.

28, Internal Controls. The manner in which financial, manpower, and property resources are to be
controlled and safeguarded by the regular authorization, approval, documentation, recording, reconciling,
reporting, and related accounting processes.

29. Leave and Earnings Statenumnt. A docilnent provided to each employee showing gross pay, •
deductions, and net pay for a pay period and cumulative totais for the year to date, along with leave
balances at the end of the pay period.

30. Leave Record. A record showing the amiounts of leave earned and used, and the balance avwilable

31. Lump-Sum Leave Pay. Payment for accumuiated annual leave upor separation or change to a
nonconvertible leave system.

32. Military Furlough. Absence due to extended active duty for general service with the Armed Forces,

33. Military Leave. An approved ý;bsence with pay authorLzed under 5 U.S.C. 6323 (reference (b)). • *
.34. National Guard. The Army or Air National Guard of a State.

35. National Guard Technician, A Federal empioly.,,f the National Guard, exclusive (if National Guard
Bureau employees.

36. Net Pa.. The amount of wages, pay, or salary due after all payroll deductions arc- made.

37. Pay (Salary). Pay and salary have the same r"oimoing. They include basic, premiumn, and any othek-
Iiuthorized pay and allowances other than traveO and transpurtation expenses.

38. Pay Period. A segment of time during whit h emnployees perfoi in work and receive pay. For most
Federal civilian .neployees, a pay period covers 14 conseculive days, normally buginnirng on Sunday.

39. Pay Record. Tile part of each civilian emplo0yee's nmaster pay record that contains all transaction
information on payments and deduction.s with an andit trail to the authorizing documents. T'he pay
record includes information such as pay grade, record of payments, all earnings separately identified by
type (basic pay, bonuses, danger pay, etc.); allowances; allotments; any other deduciions; year-Zo-date
gross earning)s; taxable earnings, and taxes withheld.

40. Recipient. A person authorized by a Federal Agency to receive benefit payments from tile Federal
Government.

41. State. A State or territory of the United States, including the C'ommonweallti of Puerto Rico.

42. 1tJilted States. Unless otherwise qualified, means thi, 51) States and the, District df Colhmbia.

xxix
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43. Voluntary Deduction, Deduction from an employee's pay which requires written authorivation from
the employee to affect withholding.

44. Waiver. The cancellation, forgiveness, or non-recovery of a debt owed by an employee to an agency -V)
as permitted or required by law.
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ABBREVIATIONS AND ACRONYMS

ACH Automated Clearing House
ANSI American National Standards Institute
ASC Accredited Standards Committee
AUO Administratively Uncontrollable Overtime
AWOL Absence Without Leave
AWS Alternate Work Schedule
CFC Combined Federal Campaign
C.F.R. Code of Federal Regulations
CMSA Consolidated Metropolitan Statistical Area
COLA Cost of Living Allowance
Comp. Gen. Comptroller General of the United States
CONUS Continental United States
COP Continuation of Pay
CPM Civilian Personnel Manual
CSRS Civil Service Retirement System
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CHAPTER 01

INTRODUCTION AND OVERALL REQUIREMENTS JVr

0101 INTRODUCTION eign national employees, when the specialized
nature of the employees serviced makes it eco-

010101. purpose. This Chapter prescribes the nomical and cost-effective or international agree-
principles, objectives, and related requirements menrts require such systems. However, these
for DalD civilian employee pay operations and unique systems shall be integrated or interfaced
systems. The requirements in this Chapter ipply with other applicable systems, such as the De-
to civilian pay systems operated by the DoD for fense Civilian Personnel Data System, general
employees paid from appropriated, revolving, or ledger, installation-level general accounting
trust funds. These requirements apply to thM system, etc. Continued operation of any such
prucesse!; related to computing payment,; for unique payroll system shall be approved annual-
permanent, temporary, full-time, part-time, ly by the Director, Defense Finance and Account-
irregular, and special category employees. ing Service (DFAS).

010102. Statutory Authority. The authority of B. DolD payroll operations and sys-
the a)D to establish payroll procedures consis- tems shall meet the following objectives:
tent with the requirements of law and regulation
is derived from 5 U.S.C., Chapters 53, 55, and 81 1. Prompt and accurate pay-
(reference (b)). Responsibilities, duties and ments to idl those entitled to be, paid, in compli-
liabili.es are e:;tablished by 31 U.S.C., Sections ance with appropriate statutes and regulations,
3527, 3528, 3529, and 3541 (reference (d)). with consideration being given to all authoried * O

deductions from gross pay.
010103. Additional Guidance. Tile instructions
issued by the Office of Personnel Management 2. Prompt accounting for, and
(O'M) in the Federal Personnel Manual (PPM) disposition of, ill authorized deductions from
are the guides to be used in the administration gross pay.
of civilian pay and leave. Abo~lished portions oif
the FPM should no longer be used. 3. p'roper control over, retention

of, and disposilion of, aIll payroll-relaled docu-
(1102 (IWRALL IREQUIREMEINTS ments.

(110201. Overview 4. Timely prepu'alion of ade-

quate and reliable payroll reords to support
A. The DADL) Conmponients, iVx:Vpt as nailnagen sn t pu'rpo ses; plinning, preparing,

discussed in subparagraphs 0102(I1.A.I. and execuling, and reviewing the budget; and inter-
010201.A.2. will use the Dlefense Civilian Pay na and external reporling requirements,
System (IXPS) or the Defense Business Manage-
ment System (DBlMS), as determnined by dhe LDD 5. Effective comnnmunication be-
Chief Financial Officer, and will eliminate their Iween employing activities and employees on
own payroll systenms. payroll matters in addition to tinlely, accurate,

and responsive customer service action to resolve
1. All Defense Business Operat- payroll-related inquiries from employees.

ions Fund activities which do not have a formal
cost accounting system will use the DBMS for 6. Adequate control over all
pay processing, phases of pay, leave, and allowances.

2. It is acc ptable to operate 7. InterfaIceL VOf ith payroll func-
small, unique payroll sysltins, such as for for- tion with the general ledger, costi accouunting, and

I
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personnel functions, with provisions for reconcil- Dr 6111 Personnelrl Corn- !
log common data elements in any separate pensation - Civilian
system to one another. Dr 6113 Pers onlnelI

Bionefits - Civilian 4
8. Capability to query current, Dr 6115 Be~nefits for For-

historical, and/or archived data. mer Personnel
Cr 2113 Accounts

9. Audit trails to permit thle Payable - Public - Current
tracing of transactions through the payroll Cr 2211 Accrued

*system as specified in Volur-e I of this Regula- Payroll - Civilian
ticon. Cr 2213 Accrued

Payroll - Civilian - Employer Share of Fringe
10, Compliance with accounting Benefits

system development criteria specified in Volume Cr 4910 Accrued
I of' this Regulation. Expenditures - Unpaid - Direct Program

Cr 4920 Accrued
conr. Compliance with internal blieiiditures - Unpaid - Reimbursable Program
cnrlrequirements, including data security and

prevention of data disclosure, as specified Iin 'Io record thet obligation for
*Volume 1 of this Regulation. the payroll for the current period. (Civilian

personnel iaccrued expenditures that are to be
12. Compliance with D)D direc- recovered as Part of good,. and services sold to

tion to standardize data elemenits for cross others or to be capitalized as an asset are record-I
functional shareability and integ~ration. ed as work in proess or construction in prog-

IQSS. Such L-1-ruvol expend itures are not treated 0
010U202. Fond C itirol. Monies used for paying, As a Period operating expense.)W
likD civilian employees are approllriaed by
Congress and apportioned to the Dot) byi tirw 2. Dr 2113 A c c o) u n t s
Office of Management and Budget (OMB). At Payable - Public - Current
least monthly, an estimiate of obligations shall be Dr- 2211 Accrued Paymuli

* made for thle payroll. As the payments aic - Civilian
made, estimates shall be adjusted to reflect actual Dr 2213 Accrued Playmll
paymient data. -Civilian - Employer Share of Fringe Btenefits

Or 4910lt Accrued Ex-
A. Subparagraphs t)1(2M).A.l. and 2. penditures - Unpaid - Direct Program

illustrate. the accounting entries that shall bo Dr 4920f Accrued Fx-
made to record the obligation and payment for penditures - Unipaid - Reimbnursable l'rogta to
thet payroll, '11w civilian payroll office shall pro. Cr 1012 Futo.]s Ilis;-
vide the appropriate data for Posting to thle b u o d
goneral ledger of the accounting system. Cr 493-1 Accrued

Expenditures - Paid -I )irect IProgram
1. Dr 4611 U n c orn in i*-cr 4941 A cc r t i'Id

ted/Unobligated Allotments - Direct Program - Expendilures - Paid -Reimiburs-able Program
- Current Period

Dr 4014 Un c onimi t- Tlo record disbursemnto of
ted /Unobligated Allotments -Reimbursable payroll.
Programn - Current Period

Dr 1541 Inventory - 13. DoD civilian payroll systems% shall
Work iii Process - In-House be integrated or interface-d %vitli, and fully sup- b

Dr 1721 Construction in port, the accounting systemn. Ihliese systems shall
Progress - In Honse consist of detailed acc'ounts and reco;rds that are

kept as a subsidiary to, or support for, control-

2
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ling or summary accounts in the general ledger 2. Be adequately Supeirvised to
(if the accounting ,y.;tem. The payroll systems help prevent any unauthorized, frauidulenit, or
shall produce reqUired obligation and accrual other irregular act;
data needed by the accounting system. l

3. Perform operations offec-
0102(03. Requirements. DFAS management i.,; tively, efficiently, and economically in accor-
responsible for the overall planning and general dance with laws;, regulations,;and legal decisions;
direction or the pay, leave, and allowance func-
tions and systems. This responisibility requires 4. Review the operation,,, in-
that adequate written p-ro~cdcurvs Vic established cluding internal controls, onl an ongoing basis to
and implemented; all personnel be adequately ensure such performance; and
trained in their functionvs; and sufficient controls
are installed and management oversight is 5. Identify and resolve inconsis-
established anid implemenited to ensure compli- tencies in information submitted, processed, an~d
ance vvidl payroll systwm objectives summarized reported during the various payroll cycles.
in subp~aragraph 010~201I.13. Management shall
also ensure that payroll systems meet legal C. Payroll systems shall be integrated
crito r a .111d the requoire nionv;t he h w. or interfaced with:

A. Payroll proced unes shall be: 1 . Personnel systemis to obtain 5
current information onl which to process.L pay.

I.Clearly written and be in leave, and allowancesq. Additionally, accurate
accordance wvith applicable laws, regulations, inforination is needed to help minimize the
and lega dio cisions; po ss ibili ty of frvaud, waste, anid IIisn SO nage mloot;

2. Atmn d ed to re flect chxanges 2. Thet general tledger~ syste in to
ill ljpj) iCdHe a Irg nld~il Mi s id legdl dci - pro vide i nforn ia tioli to pre pa re v:A nious. fi rao cia'
Sion."; statements;

3. A s uniform as possible 3. Cost OcCOUnltinge systems to
thro ughIout the I > l; distribute and charge payrvolt labo r cost d ata to

appln)priations, johs, projects, programns, and
4. 1"lis tri hiited to pa yroll s U' ffs departments,; to helpJ inl pri iperly eV abaI I~i]13

a itd iPe aOa llIa hi 0 iiiInd iVhid41 iaI -in p0O yS -iS opera tio ns ancd ma nagen cot; amd to sup podI
needcd to' ensure. efticijilt and effective o pera- budgi-I Conception and d!1evvoluipnu-nU .inid
tio~ns: and

~. e lt-cI ii* ifcla i asign sytem , 4. Other financial management
5, Kf1VkVVof cearassgn- ystms o meet reporting and 'Ia ixage me ivl

lilelk ilf n-pniiitdelegationl of aut ioho y, objectives.
and s;vjlanitioni of duties for piersocinil who
authon)IiZi' pa~y -?IIi enti tlem %ents, certify paymenbts, D). The inlterlaiCes discussed in sub-
Cl 111phtit thev pa yroll ricorid payroll data in the pa ragra ph 01)0(2(13.C7. shall be Lued 10) assit ill
aIccounlts, distribute pay, review payroll tran.sac- timely r-econciliations (if data elements and
tions, nil develop, test and maintain supporting discrepancies noted lw~tweeni the systems.

E, Transactions recordedc in thev pay,
KI Personnel engaged in pay, leave. leave, and allowance records shall be adoqiia tely

and 4llowances activities Shalli: supported by properly authorized do~cuments.

1.__ B e id(.'(quatel.Y trained and 11. Procedures will hel in effect to
kept informe-d about the requiremenvts of laws%, pnpi-~rty back up data in the event oif power

W ig la 111ions, a nd legal .l c sh in5; failuiv, equ i pmen t ma I fo i~ic , ori' i other ha zaids
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G. External audits and internal exano- a. The statutory authorih
nations of payroll operations shall be mnade by for gathering; the information;9
persons not engaged in those, operations to

determine whether such operations are efficient, b. The purpose for which
effective, and econoniical and are in accordance the info rna tio n will lie used;
with laws, rcgulatio ns, i nd legal deci.sions,

c. The 'routine uses" of the
li. The frequency with which payrolls information (person,, or organizations who

must be, prepared has considerable bearing upon normally receive the information); and
the Lost of carrying out thle payroll functions. -'o
that payroll operationis may be performed with- d. The effect onl the employ-
out incurring undue cost, employees shall be en of not sup.l~ying the information.
paid every two weeks, unless a different timie
fraine is required by law. Special payments are This notification wvill bie contained in the Privacy 9
prohibited except as addressed in paragraph Act stateentvi.
08010O2. Advances oif pay are covered ill section
(13019. All emtployees Will be nf1oL rILed of the. 13. lk loi1S. Whene1Ver per1SOnlali ilfOr-
designlated payday. lay MUSt I be LI ma ~de vitale Ilationt is requeste~d froni11 an elopli (yee onl fOrms

to the emiployees ol fihe day diesignated as- the covered thfie Act, a coply of the fori aCcompajl-
payday. The payday lag betwvini the close kit Miod by flthe applicable slatenicint will be given lo
the play pe~riod and paydayl) Shall1 not eXCeedJ 12 thle emlployee at t0m0 samei time)( as t he reque1Jst tor'

cale~ndar days. When a payday falls onl a boll informlationl.
day or anl 'iii lieu of' hoCldiday, theL payday Will 01''

onl the Ii it precod ing business, day. ( eiss aid Ac1Lcoutingý1. FIlo toy-
ecS HTe generally' ent(itd 10 lia;Vi access to their

1. Savingýsb 1 Lbd shall he 111.6 i0led In' owl recorid sUnmderth III Pri va cy Act, as are 1i r- *
thle address Provided by [lie 'lliploylee. All S011141 IWho nee-id 10 know th1e inhwnmilatiOnl to

purchas'ed bonds slalbe is~sued biwei'kly and call) out their duties. tinder spe)cifiedI c'Odi-
mailed as soon as pIM S1l'te alter pa yd ay. ionid s tiOS lo us. cet o the'l 1-4sot (1; O ge mmiV ewliay

returneLd by th-, U.S. Postal Service shall hi' receive inlf nual~tonlmplvee FrI)OW' Iust be 110ti11ed

turned over to the disbursing, o' issuing of ee, it reem;ot inimmo11atiol ito niSOVt agecliejs

All bonds shall [it kept ill a saile 4o1 IloKed upiot request. Ageiicies responsibile tor main-
fireCplrot Cabinelt, peIL-ling distribUtlion oI otIU11 tamning ieiwdt. inmvu account lor ittornnition

to tilte disbursing (]I issuingj 01 icer. released and reieliLOs till thtling! bly Ow lie elpioy..

01102114. Pri1vAimy A'ct_ wl uqoi linent:;

number~~~~ ~~~~ 103 1~, f)1n Rieut ofC I I~l pi't)Smmn In O u jIg iilas

Aiitry militaryar retirees Cdod aanidns

locimall inroudformain, cncluinwg th oinf eor - A. AIdicy:. t])eI )o I 2omtn19.)s pithe ___

tyhul nunther (SSN)c tte ;.ietalnwyl , that ncu pain~ovd DnINA/E I is a naoiblm d ondtiom /0 ot141

ploylee Iutn ii;tmI the limilm!u (,.'wcn lor n tl doy lent1P fo ci/vi Ias lodSe1
1 ingItia' whod

L'j)j11jilj C~ h f l'l I~ lll (f ~VII'IlWihn 10 D 1)11'Jd4O
'MCI! p-l-onlt-1 Iv-)) I e P111C CO~l" al

VVl0 9!ldal 9IV SIt k ilc*,(
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through a competitive selection are promoted or and timely deposit pay in their DD/EFT ac-
reassigned, counts (see paragraph 010308.); and

010302. Responsibilities 5. Provide information for
reporting purposes to DFAS Centers when so

A. The Under Secretary of Defense requested (see paragraph 010310.).
(Comptroller) is responsible for DD/EF"
payment policy, including waiver policy, for pay 010303. Applicabili'v
ot all DoD personnel.

A. General. All personnelenrolled in
B. Civilian personnel directors must DD/EFT on or after August 1, 1992, are required

ensure: to continue under the program. In addition, on
and after August 1, 1992, enrollment is required

1. New civilian employees are for new civilian employees hired and employees
informed during inprocessing of the requirement competitively promoted or reassigned.
to participate in thb" DD/EFT program; and

B. Exempt personnel are:
2. Vacancy announcements

advise applicants that selectees will be required 1. Civilian emiployees who are
to participate in DD/EFT as a condition of not required to participate in a DD/Lbl program
employment, as specified in paragraph 010305. and who do

not voluntarily enroll, and are iiot enrolled, on
C. The Director, DFAS must: or after August 1, 1992;

1L Comment on civilian person- 2. Student workers and summer O
nel regulations and implementing procedures as hires; and
requested;

3. Nonappropriated fund (NAF)
2. Publish implementing proce- personnel.

dures for civilians;
010304. Waivers

3. Notify financial institutions of
the DoD DD/EFT program and aggressively A. General. Waivers for up to 1 year
point out the benefits to the financial institutions may be granted to any individual when it is
of 'he DoD policy; and determined that it would be in the best interest

of both the individual and the LDD. Waivers
4. Encourage financial instlu- may be granted because of financial difficulty,

tions to support this initiative, financial irresponsibility, or other extenuating
circumstances. Waivers may be requested by

D. Directors/Commanders of all DoD individuals through theirdesig naled authority or
activities must: directed by that authority. Waivers may be

renewed if the conditions for issuing the waiver
1. Implement these prnoedures; still exist. Counseling or participation in a

financial management coutse offered through the
2. Monitor D)IJ/EFr participa- local command is required when approving

tion; waivers due to financial problems. Individuals
who fail to establish a DD/FIF1 account or to

3. Monitor waiver actions; secure a waiver from the appropriate authority,
in the manner described below, will be subject to

4. Ensure reimbursements are administrative action. Gevnerally, waivers should
made to civilian employees who incur charges be temporary in nature and allow individuals
due to the Government's failure to accurately sufficient time to resolve short ermn problemns

0 0
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prior to reenroilment in DD/EFTi The approval agemnent course, offered through the, locafl comn-
of waiver-, is subject to the control of thle Direc- mnand is iequired when ihe designated authority
tor of the servicing DFAS Center. has directed personnel not io unroi! of. to -dis-

enrollI.
B. Approving~ Authority

2. The designited authority will
1, For civilirin employees (in- notify the civilianl pyrollI Office when1 mnidiVidtu-

c .ng National Guard Bureau civilian employ- als are directed not to enroll or it) discotroll 1:-om
ees), the approving authority is the appointing PD/=-l and will provide the waiver exNpirat 'ii

authority or designee. date.

2. I-or National Guard techni- 3. Prior to Hthe expiration date of
cians, the approving authority is the State per- a waiver, the designated authority Will review
sounri mtaniagement office through command the circumstances of the, waiver and either direct
channels. .the individiial to enroll or extend thle initial

waiver.
C. Requested Waiver Procedures

4. kvoiv id ua is must in iOrni tile
1. Individuals who a re not designated au1thorty it they' dC";i'O '0 t-'ivdijt!

exempt front DD/EFF participation may request a directed action not to enroll or to d isciiroll ill
a waiver fromt tile designated authority. The PD!D/ FET.
reqiiest will normally be written, but designated
authorities moay accept oral requests under E. Denial of C'iv;!ian Waiver R~equest.
unusual circumstances. The designated authori- Denial oif waiver requests' from civ'ilian emiploy-
ty may approve a waiver wlwn the nd ividuil ees is subject to a3'enfcy or ncgki a ted g"rievance v
pv-ovides adequate docunienla tion or rationale to proceduores, as appropriatie.W
sr hS (ailia te thle waiver rmout-st

1010305. Grand fat her (lause. Civilianl U1nmptoV-
2. Tile deisig na ted authority will evs w ho were 'inl enrolled, or r(Li red to be

notfify the civilianl payr,)il IOffice inl wrt'inig Whe~n enrolled., inl a 1)1)/ Iii pro gramn prior to' August
* a waiver is granted and its expiration dale, 1, 1992, and Who do no1 sih01 eol enroll ill

the pn igra in, are, Inc inrag;ed, hil noit required,
3. Prior to expiration oif lit( ito particimlec if' the( pn..n. ihe will he

waiver. Oie diesignated a uthonil' will reviow theo required to cnroell ift il(, cic Conl it'etit ivvy
situation with thle individual and, det erini ne p riorneted or- reassigned, spaJ; ei 3f and r em -
whether to extend oir terilinaicthe l waiver. The illoyed, mlobilizevd, o" r'ecolhiA lo II01i- liriyative
designated auilhorktv lilLASt notify tile Civilian1 duty on or after A~gI uSt 1, 199)2..
payroll office inl writing when ii wvaiver is ternii-
na ted or an extension is gruniited (incwluding ilg ( th010(300i. LRuo. uii rewn n tor New [-N I ) Vmiiinlloyx-
new expi rat ioni date). i'es. 1)1)!EFT en ri llniunieo is req iii red Wi th in the(

first 00t 'lays of cnmptoyiniot., includirig those
D. Directed Waiver Proed uris, previo uslIy emiploved, or enmiticitiv ely selvected

H fur promotion or relassignmnent. All vacancy
th'1le designated authority mnay announcemients. Will ad vi'i a plp1iieaos that

direct individuals not to enroll in, or to diwitroll DPI Elfl' is d c''nditionl of oniplilyivent foi-
fromt, DD/ EFl due to the reasons cited inl sub- kiriimpetitivuly selected prliiinotins ad'31 ssigl
paragraph 010)304.A. The designated authority nients. Employees Witl I)( ad vised do r-ing inpro-
will notity individuals of the requiremeint not to cessing that DI/EMl enoiM nn10"t is reeiellad
enroll or to disenridi from PD/PET' and the. that they will be subecvt to Idminlistrative aclhe
expiration datte of the waiver by which time they for fa lure to enon it or reoiques' a waiver. So l~k'
are expected to resolve the financial problems. visors will illoli tor par1tecipa tolo and ens1ure
Counseling or participation in a financial mian- com1pliance With) g niditinesU

--- - - - - - - - - - - - -
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(10307. DD/EFT Enrollment Documentation limited to overdraft charges or minimum balance (.)
or average balance charges levied by the finan-

A. The SF 1199A, "Direct Depnsit cial institution as a result of an administrative or
Sign-Up Form," is the preferred method of mechanical error on the part of the Government
enrollment in DD/EFT. Individuals who previ- which causes pay to be deposited late or in ani
ously established an account with a financial incorrect manner or amount.
inslitution are encouraged to continue that
association and may use Department of the B. Procedures. When charges result
Treasury, Financial Management Service Form from Government errors, servicing DFAS Centers
2231, "FASTSTART Direct Doposit. Refer to will contact the financial institution to explain
subparagraph 010307.B. the error and request charges levied against the

account holder be reversed.

1. Section 1 of the SF 1199A is 
•

completed by the individual. 1. If the financial institution de-
clines to reverse the charges, Government reim-

2. Section 2 is completed by the bursement of the charges will be made. While

servicing finance office, the servicing DFAS Center normally absorbs
such charges, the DFAS Center reserves the right

3. Section 3 must be completed to charge the applicable agency's operating
by the financial institution, appropriation for such amounts when the error

was caused by information fur idh, d by that
i4. Distribution of the SF 1199A agency.
is prescrib2d on the boLtom of tbee formp

2. Letters will be provided to

B. The following enrollment sources dishonored check recipients ex, laining that the * •
may be used to support the FMS 2231: dishonored check was caused by Govenment

error, not an error on the part of the individual.
1. Canceled checkorshare draft

(micn, encoded data on the Iottom). 010309. Allotments. DD!EFT is the preferred
method for paying all allotments and should be

2. Savings or checking account used whenever possible. ID/EIFl is required
identifi;.ation card. for allotments to a financial institution participat-

ing in the Federal Reserve System.
3. Dep~artment of the Treasury

109W-INT, "Statement for Recipients of Interest 01(0310. Reportin Iy Requirements. The FIFAS
Income." Centers will provide periodic reports tto IFAS-

HQ/F which reflect DD/El ' pariicipatioln.
4. Bank statement. Refer to subparagraph 0)9)0206.C. for reporting

guidance.
NOTE: A combination of sources may be neces-
.sary to obtain the required information to start 010311. Payments Other Than DD/EVI
or change DID/F"T enrollment. A. Checks to individuals shall be p
1010308. Reimibr- nw' int (if Financial institution nmailed by ihe disbursing (office1iI it, the [oll w)6i'
Cliares address provided by the employee. On an

exception basis, checks shall be deliverý,d to
A. General. Charges by financial designated agents in the employing offices for

institutions resulting from erroneous information delivery to the employees at the work locations.
provided by the individual or the financial p
institution to the civilian payroll office are not B. In those situations when delivery0 the liability of the Government and will not be of paychecks to individuals by designated agents
reimbursted. Reimbursement is authorized and is authorized, persons designated to deliver these

7
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paychecks shall not participate in the following tamled, the rationale must be thoroughly docu- A)

activities: preparing, approving, or certifying nnented and an audit trail maintained between
"vouchers and peronnel action documents; the two pay records. Sufficient information on
maintaining the payroll; time and attendance active pay records shall be retained or accessible
records; and leave records. Each employee shall at the civilian payroll office to facilitate local
be known by, or identified to, the person who input, payment, and administrative functions.
delivers the employee's paycheck. Paychecks
should be handled as few times and by as few B. The pay record shall contain all
people as oossible. Checks not delivered within transaction information rlehted to payments and
the time specifi.d by the disbursing officer shall deduction., with an audit trail to the authorizing
be returned to the disbursing or issuing officer, source document. The record shall contain
All checks shall be kept in a safe or locked information on hourly, daily, or piece pay rate;
fireproof cabinet, pending distribution or return all earnings by type (overtime, night differential,
to the disbursing or issuing ofticer. danger pay, etc.), separately identified; all deduc-

tions by type (charity, union, health insurance,
. •Is, C If, under extraordinary circum- life insurance, etc.), separately identified;

stances, payments must be made in cash, DoD year-to-date wages earned; year-to-date deduc-
civilian employees shall properly identify them- tions withheld; annual, sick, and any other leave
selves and shall acknowledge payment by sign- earned; leave taken, lost, or forfeited; ýxcess
ing a receipt form when payments are received, leave taken; and a settlement of lost or unused
Requiring a pay receipt in advance of actual leave balances. The pay record shall contain
p~ayment shall not be permitted. All payments other information, as necessary, for cor-puting
shall be made only by persons who have been pay and preparing reports, as well as being the
authorized to perform disbursing functions and source for the Leave and Earnings Statement
were ro. part of the pay computation process. (LES)

0104 ESTABLISHMENT AND CONTROL, C. The master pay record shall con-
OF EMPLOYEES' PAY REC )RDS tain current month, and, as an integral part

thereof or in a separate data file, at least the 5
! 010401. LUse of SSN for Identification preceding months' records readily available for

e processing and inquiry. Summary information
"A. The SSN will be used to identify shall be carried forward, longer than 6 montth;

all employees paid by the, Do1). when required, until new summary records are
established. Disposition of pay records Shall be

B3. The SSN has 9 digits, with hy- done in accordance with the General Records

phens as separal(.rs bef ,re the fourth and sixth Schedule 2 (reference (g)).
digits. Adding a prefix or suffix is not autho- p
rized. Only the 9 digits are uweo in internal 010403. I'avroll Substantiating Document File
compuac" processing; however, the hyphens may
be printed on output documents. A. With the centralization of the

civilian payroll function, two separate document
C. If a, employee i:; not required to files will be established and maintained for each

have an SSN, a pseudo SSN shall be usid. employee. One will be located at the civilian p
payroll office and one at the liaison office. All

0)10402. Pay Records source documents which substantiate the
employee's entitlement to compensation, leave,

A. Each employce shall have an benefits, and authorize or support deductions,
individual pay record maintained as part (if the will he kept in the file folders as indicated in
master pay -e'COd avt the civilian payroll process- subparagraph (010504.1. The file label will p
ing site. Normally, only one pay record shall bL contain the employee's name and SSN and will
active at any gi''', lime fo' each authorized. be maintained in SSN sequence.
posilion. If more than onii pay record is mairn-

o • -------------- ------
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B. The civilian payroll office file will 1. Precomersion historical files

contkin the following: (all personnel and payroll data of an existing -
civilian payroll system prior to conversion to

AM 11. SF 1150, "Record of Leave another civilian payroll system or a consolidated J")
Data," and SF 1150-A, "Transfer of Leave Records civilian payroll office);
for Leave Recipient Covered by the Voluntary
Leave Transfer Program"; 2. Unemployment information,

Department of Labor, ES Forrm 911, "Request for S
2. Voluntary/ involuntary Wages and Separation Information";

DoD/non-DoD indebtedness to the U. S. Govern-
ment; 3. Employment verification; and

3. Voluntary/involuntary tax 4. Employee deduction informa-
levies; tion (allotments and net pay distribution; chari-

ties; unions; Federal, State and local taxes; bonds;
4. Court-ordered garnishments and address changes).

(alimony, child support, bankruptcies, comfer-
cial debt,); E. All verified source documents will

be placed in the document file no, later than the
5. Thrift Svings Plan (ISP) loan end of the pay period in which the document

information; applies. The folders will remain in an active
status during the period the employee's pay

6. NAF 401k authorization; account is maintained by the civilian payroll
office. Upon the employee's separation or

7. NAF retroactive TSP election transfer, and after all final payroll transactions
authorization; have been completed, the folder will be removed S

from the active file and placed in an inactive file.
8. SF 1190, "Foreign Allowances

Application, Grant, and Report"; F. All files (manual and electronic)
will be protected in accordance with For Official

9. Documentation for all manual Use Only and Privacy Act (reference (c)) require-
pay and leave adjustments; menis.

10. Cash collection vouchers; 010404. Document Control. In order to ensure
timely processing of payroll documents and to

11. Physician's allowanceaiuthori- facilitate audits and reconciliation of individual
zations; and pay accounts, source documents should b,'

controlled at the retention site, Trhe following
12. Any other documentation to procedures are recommended:

support payments.
A. Assign a control number to all

C. The civilian payroll office will source documents. The numbering system
maintain and safeguard the retirement records should facilitate the use of one line entries on the
(SF 2806, "Individual Retirement Record (CSRS)," log (e.g., two digits identifying the pay period
SF 3100, "Individual Retirement Record (FERS)," number and the last digits identifying the docu-
and OPM Form 1514, "Military Deposit Work- ment number, beginning with one (1) for each
sheet") in a separate file per instructions in pay cycle);
subparagraph 040301.E.

B. Identify the type of document or
D. The liaison office files will contain form number;

the following documentation:

9
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C. Record the date received and the b. Manual corrections on
clerk to whom routed for processing; and documents made after the documents have been

approved or certified must be made in a way
D. Record the date processed and that does not obliterate the original entries.

logged out for filing. Correction; mast be initialed and dated by the
person making them and must be approved by

010405. Personnel Actions a designated authorizing official. s

A. The SF.50, "Notification of Person- c. Automated system
rel Action," is the primary source for payroll and changes to data must he made in such a way
personnel information systenms. The content of that an audit trail is maintained to show or
the SF 50) will form the basis for personnel provide reference to documents; which show the
transactions flowing it) payroll via automated original and new data and the authorization for
personnel/payroll system interfaces, the change. Such changes must be only on the

basis of properly approved documents authoriz-
B. The SF 2809, "Health Benefits ing the changes.

Registration Form" and SF 2810, "Notice of
Change in I lealth Benefits Enrollment," are used 2. There must be separation of
to start, change, and stop the coverage of health duties among those in the following list. When
benefits for employees, the size of the organization does not permit

separation of ail of the duties, the most effective
C. The Form TSP-1, "TSP Election separation feasible under the circumstances must

Form," is used to start, change, and stop deduc- be provided. In order to minimize opportunities
tions for employees. The Form TSP-19, "Transfer for carrying out unauthorized, fraudulent, or
of Thrift Savings Plan Informatien Between otherwi,,e irregular acts, the separation of duties* •
Agencies," is used to transfer TSP information should ensure 'hat no one person performns all
between agencies. The Form TSP-22-R, "Loan phases of a transaction from beginning to end
Payment Allotment Form-Reamortization," is without the intervention of some other person or
used by the civilian payroll office to begin persons who provide a cross-check. However, in
deductions for a TSP loan, any case, item a, below, must always be separat-

* ed from the other duties listed:
010406. Payroll Controls. Appropriate controls
must be established over payroll operations a. Authorimfiton of pay and
which will include, but are not limited to, the entitlements,

S~ items below.
Sb. 

Cerlification of pay-
A. Controls which will help ensure ments,

that payroll documents processed are correct,
complete, accarate, and properly authorized, c. Payroll computation,
including, but not limited to, the following items.

d. Recording of payroll
1. Corrections and other adjust- account data,

m menl.' to data in official records must be ap-
proved in writing or through electronic signature e. Distribution of pay,
(made by entering designated codes into an
automated system under safeguards to prevent f. Review of payroll trans-
unauthorized use) by an authorized official, as actions,
follows:

a. Records of all changes development, g. Automated system

made after records have been approved or
certified must be generated and maintained. h. System testing,

10
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i Syste m implementation, tions and produce reports accurately, by use of

and the following and other techniques:

j. System maintenance. 1. Testing computer programis
and changes to programs prior to placing them

3. The following Must be re- iii operation, and subsequently testing the vani-
stricted to a~uthorized personnel: ouscdata elements and computational procedures

Ps needed to ensure that they are operating as
ia. Access to personnel, inteaded;

payroll, and disbursement records or data files;
2. Certifying acceptance of soft-

a uthrizi g pcib. Access to formis used iii ware change,, by the. civilian payroll offices;

authrizig spci1t entitlements, a~llowances, andI
p&uy rates; and 3. Performing periodic preven-

tive maintenance on hardware, noting and
c. Payroll processing equip- promptly resolving probems; and

ment and related ;(otiwarte.
4. Including in the programmed

4. When feasible, employees instructions such techniques as:
7, engaged in civilian payroll functions must not

maintain or provide service for their own payroll a. Verification of SSNs or
and personnel records. This internal control other identifying information for employees
shall bew incorporated into security system soft- authorized to be paid against a master list or, file
ware which gGverns; access to civilian payroll of such information for valid cun~eot eniploycs;
systemn records. Whea time size of an office is so
small 'hat this is not feasitl(!, emp1loIyees en1gaged 1). Use of proper authoriza-
in payroll activity may only maintain and pro- tion codes bly authorized payroll employees;
vide service for, their ow'n;

c. Acceptance- of dlata entry
at. Routine deductions, such from authlorized terminals only;

as withholding exvinptions for Federal, State,
and localI tax ptirj1~ss, anmd voluntary allotments; d. Verification oif data entry
a nd using batch control totals, when applicable; and

b. '11im11 and attendance e, Use of' master control
documents under certain Circumnstan1cinS as' pro'- totals for data element!; by computing such totals
v id ed frin pa ma grapth 0Y2014t. beforwe pa yn l It ransa ct nions an, vtotered, adding

ti nakI comnpu ted fin i tranosac ti'ons, amid cinonpot -
5. Tn dletect inappropriate dlata in~g a grand total at fthe completion of flthe pro-

at thWn earfiest timeh an1d to the extent practical, cessing cycle. T'fie software in use. must enrsure!
data ent' red intoi automated payroll systems that beginning totals ptJUS tra osat t ion totals e-qual
must be sc bj 'ctind to LA inn -r i en ad vdilIs when ending totalIs.
entered. Data elements not susceptible to such
edits mnust be edited at thme tariiest practical time. 0104017, Reconciliation with Po'rsonnel
Inaippropriate data detc~ted must be promptly
investigated, corrected and, if approprim tin, A. For nonintegrated civilian payroll
reprocessed. A recoird of such data, its origina- systemis, reconciliation between flthe civilian
tot-, and its disposition niust be- genera ted and per-sonnel office and the Civihian payrtll office
maia ldtai ned. m1ust beý accomplished bi weekly for critical dlata

elemient values and eve mv 4 monthis h m'ot- ino mcrii-
13. Controls which help ensure that cal data eIlemen0t values. 'The Civilian pf-1-s'sinrm-

Wrmp mmtt'rized pa yn inl 0 Pt'rat tions procwess tram sac. offi cin re~v i'ws flthe p ron cess amid a nin tawts any
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mismatches resolved by its office and passes it to 18 Citizenship code,
the civilian payroll office for its action. The
civilian payroll office will ensure that review and 19. Pay basis,
necessarv corrections are made to the civilian
pay dot~abase. Thc biweekly reconciliations will 20). *Work sCheLdule,
be accomplished withiin 5 workday% alter receipt
from the civilian personnel office. '][Th reconcili- 21. Part-Timec Career Act hindica-
a tions done every 4 months will hie accomplished tor,

* within 10 workdays, after receipt from tile civil-
ian personnel office. Critical (*) ind nion-critical 22. Pay rate determinant,

* data element values to be reconciled are as
fol Io ws: 23. Annuitant indicator,

1. Eniervd onl duty date, 24. *i()ocalilyadjustiJicentaniit)unt,

2, lfe, insurancle code, 25. Appointment authority code,

3. v aI If th insuranilcce enrollme n cnt
code, 20. *l'Sl da ta.

4. l'1air Labor Stadaldrds Act 13, Civilian payroll offices that do not
(I'LLA) status code, have tile capability of a miechanized reconcilia-

tion will accomplish a pay! personnel reconcilia-
5. *Gaelvi (ion oif thle critical data element value% in sub-

paragraph 010407.A. onl a quarterly basis by *
0. Name, locally determineid procedures that art, mutually

agreeable to both thle civilian payroll aiid civilian
7. *Qu.-Upl tiollere code, pe(rs-onliel offices involved.

6. *Pl plan, 010)5 CIVILIAN P'AYROL.L OFFICE' DISliS-
TAI3LISI-MI3Nl l'l{OCEIJURLS

I'Prein it. m pfay code,
0I 10501J. Purrmose. Thlese procedutres prescribe

10. , K o f' 11 1 i y thle responsibilitie~s and actionis for. DoD) civilian
(ann1111,11/1101'11) /6d ai I y/S l1ot 0 year), payrolil h pCia thinsl wiliii;JV I)Caic ' ig Lfi0Iiss abhI Siit'd

in IcCOr'dance~ With consolidation initiatives.
l~tniO' Clue, Refor to sect ion (060)3 for pfOCtdlores CMncC11ningj 0

Imass ions fe 'r of C1111 in p ( It 4 aceou iitS' bet weed

d t,12. I iI'service Colliiputa tionl existing civilian payro~ll ofc s

(110502. Applicabilil y and Scopei. These instruc-
13. '-;SN, tions apply to all I oD civilian payroll offices

regardless (ot Ciomponent affiliation whose 0
1 4. ( *engriaphit e 1 ca nlit, 0 )d , 'a yn ll acejloU11S are being transfteired to a

coinsolidate'd civilian payrtll opvration.

0)115(3. Xvsp4 ins'ibilit les. R('spo 'tsibility for
1 6. *'It( in p o ra ry a ss i gn mne ni1, ;il plt'eiti ng hOse pr oce-du ics lie's primanil y

promotion, apl'.oi~nnini" cxpiralioti dah-, tvith flthe civilian payroll officv whlose, aetounts 0
MV, being tra osfeit.ed . IHowev eri, there inus b e.

17. D~ate oi birth, close coordination with flthe civilian payroll
office's major Cominaijl Ii /Cllii niant, the DFAS
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Center which has responsibility for the closing d. National Finance Center
civilian payrull office, and thle consolidated (NFC) as the TSP recordkeeper. Sue Figure 1-5.
civilian payroll office which will assume respon-
sibillity for the transferred accounts. C. Lach court ito which

alimony, chl d support, bankruptcy, aind comn-
01(0504. Actions Required by the Losing Civil- mercial debt payments are being remitted. See
ian l'aYrOll Office Figure 1-0.

A. Notify Affected Parties. All par- f. Federal Reserve Bank
ties who tire currently receivintg support fromn the (P1(13) and other financial institutions toi which
civilian payroll office which is, to be d isestabl- remittances are being made. See Figure 1-7.
iishled must be in formed Uldt ill( r Xistinlg Payroll
servicing arrangement is heinig changedOL and g. UP)lM. See Figure 1 -K.

when that change will occur. It is recommended
that these parties be notified well in advance of Ih. Elacl NAF Employee
the trans fer but nil il ater t han 31) dapy; prior n'to lBenefi I System for Whom i'eti remen t deductions
thct date of tilt liectual tranms fe r. at-iv being remitted or ider tU he I 'ira liliy Of

Benefits tfor Nona ppropriated Fu~nd Employees
1. 'thle foll owling is ai listI of' Act (if 199)0, P.L. 101-5) 18, (rife rcnce (e)) . See

affiected pa't~eS' Who sholOUd be r10iotfif' Of tile Figiirr 1-1.
Impe nd ing change of' the payrollI servicing
a irangei meni. Sample letters wvhichi nii y be used ir Fa cl Co mlineitd F ed eralI
for that purpose are shown inl Figures 1-1 Canlipiaigrt (CFC) office for' Which Charitable
tlrrouigh 1-i10. WIhiile flit, list is, intende-d tim IV(e all Ci ii 1b uih m is leS JI Iliing 101in t i'd. See ligtm re I -
inclusive, individual civilian payrioll offices, may 10t.
have uinique ci s toi (c v" liii ar it rot in t A lii ned.

If this sit uatlion !ho old occur, theli.- logit civiii ani . IlaI lie 9or fits Insmura rce

payroll uiffice niiirt develop a letter for thiose Carriers. Inform iolsurlarict' '.a rier, byV p-Lpreljonn
custonivrs U!;ingj 0111' ii tlti sapi.iim ellenv; as a anl SF 2t 11, 1I ranmsuittil ind Suiimary Report to
basis. Carrier - evdeta I Eniplovces I -Icall h benefits I'o.

gram." Attach a listing to tlie SF 2,410 as tie-
a. 1Pa Cll civil iai INTe S0 m nel sc ribed tw t hr Fedea Fia) p hiyees Ii a Ith Be lle.

offict, providilog soppoet (0 i the civilian payroll fits I-ala(iihOOLt lOI l'er-SOrjoel an~d Payroll Offices
01tice. Civilian esonl TSML Offli('V! Will be res m,;~- (reference- (hi)). Set- sobpa mr.gra ph 1t408012.1tt.9.
"sibe tomf no]ly; rig Ia)'' no';iii/tian~mfios and pro- whrii a gcoui cit 25 i- norte emiplotryes enlrolled
tissimroal ISL,"ýLiatimnis St", Figure 1-1. ill tire' SanieP pllail ar tarsiird i t he14IC.101t1 Saliel

dayv
1'. Faci Initerrial RocI t

StiMCt (Il(6) 1 );triCi to Whi'iti i pryinot'l; fOr' taX k. (t:11er l-ed ral ageiicies
levies aie subm11iltcld. See Figure 1.2. Inohrmr IRS for woi'11 idebs' arO b'iiig, ;tdlecletl,. e.g1, 1I )epart-

thin'r will hil no furthler an11ual1 civilianl ;ay nien'lt Of FdrmcatliOri 01' I ).tcirtiiim'nt Of Veterans,

i'epiirting tor the losing i villain payiroll oifflice A f fi I ,
EIN. Ad~iistrnonts io primi tax reports may be
Subinitit'd by the' iiiiismlijait't tivili~iii Itaylill It. Pipa Viilu2aL(ýjje

OifliCV SteL Fiur 1 .louin ie. Although everY effort will be
roadt' to transfor data thri'ough thll automated

c Fitli State ant) locall t~onv'rmJn pri tsrý rallier I ban lbv I ansfeirrig

taxing aluthor-ity b~r whlich witlilitild ing is; being hartd-'oply dIOtuinents. it Will Still he nt'i-ssary to
made (includinig Ilirost' laxing iitl~oiitic!; Willi dio seiild erelAii harld -oply documen1tO)s from1 thet'

not have anl a111re11(ni 1 ii w th te l-)ejiartrini'ri of lOj;i1g Liviidla pa;yrolIOf[ ll oe'ntill' COTISO(anlilte

Treasury but for whom emiployees are( making civilian payroll offiire. In many cases the infor-
tax paymients via allot merits). See Figure 1 -4. ma lii n m ay nit be cotori Lned iii f lie, auottna ted

13
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filtes of the lsn cilanpayroll office ana, civilian payroll offic~e i1o1 late~r thin thle end of
theeefore, would not be a part of thle conversion the tirst week following transfer.
proces's. Ini other cases, the documenta tion is re-
quired for legal support for acuon to be taken by 9 Listed below is doctinimena-
the conlsolidlated civilianl payrlk~l office. These lion Which Must Lie included in the( suL'stantiatt'*
hard-copy documents will supplement the ing document file and transfer-red to the consoli-
auioniated co'nverin po ceiiss' aitid will facilitate dated civilian payroll ot lice:
ifie mnoviement of civilian pay"Oli accountcs With-
out degiadationi o.' tinkiLly and accurate payroll 4A. indebitedness to tIII, U.S.
sciwi ce, Governlment. Forward I copy t01 docuinenta lion

0 su~p port curirent co I ccli at s With thle unopaid
I1. inl orde~r to facilitate the balanIce of !ihe d0111, die a1ropr0ttoi 01' fun1id

movement of hard-copy dOcumiriets, thle losing cite toilie used, arid tile IVenililltu -io ad d OS S.
civilian payroll office must prepare substantial- E~xamples of indeubtedness to till UJ.S. Govern,
ingý dociument- files containing hard-copy docu- ment are advance pay, GIovernment01 Pr'opVt I y

me .whi-h in mur t tranismit ted to thle cois ol i- Lo s t Or Ia gtd/tpitof sti rv(e, tea "e I iii It''
d a ted civilian 1.1y101 ill Chue The tiles Will tioti 11,11111I I bet ICfits- ftl w0il VE t'idlo Ut pay ~, (M ice
conISis [iof origi maIS or copies, as appropriate,. It Of W ill'keiS' C'ornIenCa th util l'eOg -ianS ((OWlI)
thle o rigm a I is fot warcied fto thet consolidated lea ve buy hack, fit' satlary mict''I 1 a ylito.' ofI ~civilian payroll oflici', a copy shtiufd be retained
n~v thle loshig civ iliani payltill office, 1b. t'ioim ohN-W "Notice of

Levy tin Wagt's, Salary, a i d (AT lii' 1tO1inC."
I. Subsia nt ia hog d c u ment Fie orwa i'd the tr),igd I t S tNII\ 1'V -Y (VOiii141 0it 1 i t

majy be fiamninited in either subject matter or invtulunt-arFY) showingilte, OW npa1)id ba1lance. Anly
VVPOO 01po esCq Uc ne'', d je fIendj1 Oil;o how tile., isn. ievies r~ceiv ed after imy rt ll aCLOiII tunIVO hae te i

niamtaiined byý tRe losinlg CiViliaii paiyroll ofiLc. (Iun~SI4terrd Should be 'oMwarde0d uirOitlY i0 Ill(.
Aujc n'.attei' fiieý ;'ire deludmed lor this purptose etiOSididated civi liani payrol itlt lice.

aSU ae (lal'io ital ned io01 a pa r'tiLu tar typi itl
d(ICu Me 01, e.g., Li mit oraered garnishiments. (. O urt( )-ivrv o le tJIaiikrenp1-

Cy. 1'ItiIwad ilit' OiteiginaC0111 Oftuit l tidi' ad liddl'-l-
3. The tile% will lie letter size IUnis Wi th ha dIat ice ue thl cui( t % mJ on, 5

w,1ith the !,It'i'l fii tilt,' upper lit W hitd corner. A\ny etiur orderLs OeCeivC(I(lT a fr pyi-Dtl ICaCtOLIIIN
Labels , ifust nok either typecd to'- plinitetd legibly, niave t sei tr(i itri slitulol 11s Io~wa did
HI till! ts( areiatismsitied iii subje-ct matter directily Iot tltc ciiitsoliilated civillian upal-'rIIl
siL.'tJ1i'oei', 1t10 SUbjeet Inatter' ti t[( Will he( Coil- oiffice.
tainvu in file firist linte offie upper left corner of
tPhILN' Miifad tto' secTmd lilte %Vill !;tiiw lthe d. ('nmp I ( llderl iz'md t

limliný tivili~i' plyroll itf~ikvi milli and lnumber. men'lt. lo(I'w,ti'd a kinpy 4f 'ht' MoM-1 ':on'et-IfI
If tilti' !I-( tidilSIllit( tIll n ml~iOyei SVquInet'(:, 010i '"1,an1iiliiiitf fiii alifiiotiiy, esmild suplloo, m/

IA.illute. Of tile Ilabel will ciontaini thme viitployi't's c~itittoii'ial dri't i'Ic'Iodiiig, aiiimmi'i I iiiit I1 11hi'
SSNI ll(t.n secoind limi will culi'iit ii life cut blyteC's gitil miStiti fit i Wi:' 11)v a .'Me M In 11 11111utt. li lt'

lacm tintl, t 1'Si ttie, nlil titiddim' ilmifill ill thai ullpaid tmitlit'. /\ii%,'1 ,l1tiiltmy aii/or,i' cildu

otdvr; and till third tine Will Shtow the( ltsinmg SUPPii'i etOaut ftidel'[; I*P'tIVed a ltpa ynml
'I'uV1m0l1 mffice nantev antd number. account!; hive twin ros e 'iAI l-"Ulm w(I '

warded lik'Cllv Ito fjlt' 'OItS'ilitla~itdL iVillitj~
4. The files will fit' assenibled payndil O ffici. A iv t'onmti'iciai deft COurt

dilidiplkateiicll Ily SUtject todt(tr if teti-nI;Iitled inl ordet's 'eccived 'dtm'r pavi-Oll mcnt5hive llw''ii
subject milliersequtoci'. If fli't filesL arc transmit- itransft'tred shitin 10 fit l'IitWiri I1-1.l ill acCUitilt nit'

li 6lCi 4'ti'i:, t1hi-Y nia~y hi' aS!enIttled wi f bo l t i..
if-, InN o::~ i~ 'eu' 'r f~Nsqut't'i'

Wililitin I)AVIltimil htIL. ki II it lii'l tQ60, iille' mu111t t' tV, Awiortit'zaitioims tit NIAI
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Wauthorization whlichsupports employee contribu- donors and balances must be included in order

tion.5 to a NAP 401k plan allowable by the to return unused leave.
Portability of Benefits for Nonappropriaited Fund
Employees Act of 1990 (reference (e)). k. LES. Forward a copy of

the LES used to establish temporary leave bal.
f. TSP Retroactive Contri- a nces for recent employee accessionls when an SF

bution Authorization, Forward a copy of the 1150 has not been received by the losing civilian
authorization made by anl employee who is payroll office.
currently making retroactive TSP contributions
allowable by the Thrift Investment Board under 1. Authorization for Physi-
its error correction procedures. cian's Comparability. Forward a copy of the

physician's comparability allowance service
g.SF 11901. Forward a copy agreement (ort equivakot) annotated with tho

of the latest SF 1190 if the data is not included in unpaid balance.
the automated conversion process. The SF' 1190
will be used ito support payment (if allowances m. Statement of Annual
and differentials Iin foreign areas. Annuity Amount for Reemployed Annuitants.

Forward a copy oif the most recent SF 5(0 or otlier
h. Form TSP-22, 'ASP Loan docuniLnitation which supports the amount of

Payment Allotment Form." ForwarU a copy of biweekly salary offset for reemployed annuitants.;
all Forms TSP-22 which support TSP loan infor-
ilationi. Annotate thev fornii with flthe unpaid n. GPM Form 1514. For-
balance, ward a copy of each OPM Form 1,514 with anl

unpaid balance, a copy oif the related SF
i. SF1 150. Forwa rd a copy 28ll6/3100), and supporting SF 2803/31 0H, "Appli-

oif the SF 1150) if all leave data i's not included Iin cation to Make D~eposit or Redeposit." En:iurv
the automated conversion process. The SF 1151) that the copy of OPM Formn 1514 forwarded to
will be produced and leave balances annotated the consolidated civilian payroll office includes
in the remarks section if credit hours', co-iipensa- postings for the final pay period paid by the
tory hours, advance annual or sick Icave, re- losing civilian payroll office, NOTE': One pay
stored /reinstated leave, and compenrsatory timec period prioJr to conversion, forward an advance
off for n.-ligious reasons are not included in the copy of OPM Formi 1514. Ensure that the final
automated conversion process. Ensure all ab- OPM Form 1514 is included inl th flu;u Stall[iat irg
sunct, without Pay, hionie leave, anid mnilitary document file.
leve including leave for law enforcement pur-

limes are annio tated iii block,; 16li trough 23 of .I orni W .5, "Far ned
the SF: I15(0. Income Credit Advance PaJymenUt Certificate."

Forward a copy of thie Forno W-5 to sup)port

(1) Colipu'eisalory timle paymentll Of theV advance: earne11d incomie credit if

balances must include the overtimeu rate of pay at data is not included inl the automiated coaiver;ioii
which cech occurrence of compensatory time process. If the transfer occurs the last pay
was earned. perioid of the year, do not forward. A new Uni'in

W-5 miust be submitted by the eniployv.i'

leave informiation must include thle effective p) Continuation of Pay,
date, the termination date, andtilthe balance iof Workers' Compensation, and Huy Back of I javu.
each o(curnnrce. Porward a copy of thle documeuntationl which

supports payment oif continuation of pay adod/oi
j. SF 1 1501A. Forward a places anl employee onl workers' eOMPen~iitiOol if

copy of the SF 1151)A if all do na tvd leave data a va iIable. Forward a copy of I hv documen' otat ion

are not included in the automated conversion to support buiy hack of le-ave.

procesý;. Informiatiioi concerning individ ual
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q. SF 1154, "Public Voucher losing civilian payroll office will retain the

for Unpaid Compensation Due a Deceased original documents in accordance with the

Civilian Employee." Complete and forward an General Records Schedule 2 (reference (g)). This
SF 1154 for each deceased employee who has not will enable the consolidated civilian payroll
been officially separated from the payroll system office to make future corrections or adjustments
and whose unpaid compensation has not been as necessary.
paid to the beneficiaries. The face of the SF 1154
should F, completed only for the block begin- 2. The files will be letter size

ning "Amount of unpaid compensation due ...... with the label in the upper left haad corner. The
The Summary of "Unpaid Compensation" on the first line of the label will contain the applicable
reverse of the SF 1154 must be completed in its calendar year; the second line will show the
entirety. Ensure that any unpaid compensation losing civilian payroll office employer identifica-

placed in the deposit fund account is transferred tion number (E1N); and the third line will Lon-
to thi consolidated civilian payroll office via taim the civilian paynrll office name and number.

hard copy check. The consolidated civilian One file for each calendar year will be assembled
payroll office will make the payment to the and sent as one package to the cotsolidated
beneficiaries using the SF 1154 furnished by the civilian payroll office as soon as practical, but
losing civilian payroll office upon receipt of the not later than 30 days following the transfer of
SF 1153, "Claim for Unpaid Compensation of account..
Deceased Civilian Eiployee," from the civilian
personnel office. 3. Listed below is the documen-

tation which must hxe ;ncluded in the substantial-

"r. Unprocessed 1Documnents. ing docullment file:t
Liaison offices should process documents that
have been received, but were not processed prior a. Form 941, "Employer's • I
to the tranvsfer of payroll adcounts to the coLnsoli- Quarterly Federal Tax Return,' and Form 941c,
dated civilian payroll offie. Processing should "Statemnent to Correct Information Previously
be in accordance with procedures established for Reported on the Employer's Federal Tax Return."
that liaison office. Forward copies of Forms 941 and 941c for the

quarters of tht, current year plus 'ie quarters for
ai.oa as. Severance Pay Author;- the 3 years prior to transfer to the gaining civil-

Szation. Forward a copy of an SF 50 for each emn- ian payroll office;

ployee authorized and ri.ceiving severance pay.
Annotate the remaining severance pay to be paid b. State and Local Tax Re-
and weekly severance anmount, if not included in turns. Forward ropies of all State and local tax
the automnaled co nvers ion process. reporting files for thle current year and the prior

3 years; and

C. Prepare Payroll Office Substantiat-
"ingi• Document Files. While the majority of c. SF 135, "Records 'Trans-
employee-related information will be a data inittal and Receipt." Furnish copies of the SF 135

transfer as part of the automated conversion with accession number and storage bin number
process, historical data to support the sunmmary after the files have been forwarded to the Na-
or civilian payroll office level will not be inclui. tional Personnel Reco•rds Center (NPRC) for tht,e
ed. Therefore, it will be necessary to transfer current and previous 6 years.
certain documents which support actionns taken
by the losing civilian payroll office in the past. D. Coml'ete Final Pay Period Pro-

essinit The losing civilian payro ll office mnust

1. In order to facilitate the complete processing for the last pay period for
movement of hard-copy documents, the losing which it has responsibility. Completion of these
civilian payrIoll office must prt-pare a civilian action!; will allow emrployee records to contain

payroll office substantiating document file that the nvist current inforrnmation to bt included in
consists of copies of the original doclmentslls, 'I hit thilt automaihd cimversion PI'iCss.
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1. Compute and process final remittance to the applicable payee must be

salary and other payments. remitted immediately after the final pay period
These a,.counts must not contain a balance after

a. Prior to processing the payroll accounts have been transferred to the
final pay period, ensure that all time and atten- consolidated civilian payroll office. Any monies
dance reports have been received from employ- remaining in these accounts after final rernittanc-
ing activities and that all documentation has us have been made must be reconciled and the
been received from civilian Personnel offices and account cleared. Listed below are types ot
employees. The losing civilian payroll office will accounts which may contain balances after
establish and publish cutoff dates for receipt of completion of final pay period processing alongý
all document,; for this last pay period. with instructions for the disposition of those

balances.
b. Responsibility for special

payments will be determined based upon time 1. State and Local Tax. The p
frames within which the automated conversion disbunrsing office will remit all State and local
process is completed. Payments made after the taxes which have been withheld from employees,
last payday and before the automated conversion but not paid to the applicable taxing authority
process is accomplished are thie responsibility of regardless of the regular payment schedule.
the losing civilian payroll office. It is crucial that Annotate the payment as "FINAL," and inform
employee records be updated with such pay- the taxing authority that future payments will be
ments prior to the automateu conversion pio- forthcoming from the consolidated civilian
cessing. Payments made after the last payday payroll office. All exception is the civilian
and after the automated conversion process is payroll office which reports non-payroll type
accomplished are the respon;ibility of the consol- taxes under the same employer identification

*idated civilian payroll office, number as the civilian payroll nificu. For those,
do not mark the remittance as "FINAL." p *

2. Prepare, balance, and distrib-
ute final pay period pay, leave, and management 2. Savings Bonds,. The bond
reports. Complete pay period processing in issuing agent or disbursing officer shall remit all
accordance with regular biweekly procedures savings bond balances inl the form of a Treasury
and make final distribuion of management check made pilyable to the disbursing officer (in
reports. It is suggested that these reports be his/her official capacity) at the consolidated
annotated "FINAL" and a short miemorandum civilian payroll office. Accompanying the check
attached stating these are the last reports to be should be a listing or report which contains each
sent from this civilian paywoll office and that e1mployee identified by name, SSN, and the'
future reports will be sent from the consolidated unpaid balance.
civilian payroll office, Furnish the consolidated
civilian payroll office copies of certified docu- 3. Indebtedness. Remit all
ments, e.g., Form 941, state and local tax reports. coltctionu which have been made for ildebted-

V ness that have other [halt a biweekly remiittanct,
3. Produce SI-s 2l•,06/31(0. schedule. Annotate the payment as the last on:.

Those civilian payroll offices whose automated from the losing civilian payroll office and inform
system maintains and produces SFs 2K06/3100 the creditor agency that future paymeints wilt b,
should ensure that these records are produced ftrthming from the consolidated civiliain •
for the final pay period paid. Fi;cal hisýtory pay,, !! offic,.
records should be closed out for the current year,
and the service history should reflect the last SF" 4. Othetr Items Not Reemitted oi,
50 o,, other applicable documentation. a Biweekly Basis. Remit all colleclions which

have been mnade for items that have otlhe thani i
E. Reconcile and Clear/ Remit Depos- biweekly remittance schedule, e.g., monothly P

it Fund Account Balances. Monies which ha.,e allotmnents. Annotate the payment as "FINAL"
been placed in deposit fund accounts pending an1d info'rm th1e pay(Y' that tfutnine payme'nts will
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• "• be forthcoming from the consolidated civilian Administration (SSA) with the Form 1096, "An-
payroll office. nual Summary and Transmittal of U.S. Informa- •

tion Returns." Tranrsfer unpaid beneficiary
5. Beneficiary Compensation. compensation to the consolidated civilian payroll

Remit unpaid compensation due beneficiaries of office in accordance with subparagraph
deceased employees in the form of a Treasury 010504.E.5
check made payable to the disbursing officer (in
his/her official capacity) at the consolidated 4. Form W-2, "Wcge and Tax •
civilian payroll office. Accompanying the check Statement." The Form W-2 for the current year
should be a listing or report containing the may not be available when payroll accounts are
deceased employee's name, SSN, and the amount transferred to the consolidated civilian payroll
of unpaid compensation due. This information office. Therefore, it will not be possible to print
should support the SF 1154 contained in the and distribute these tax statements. The civilian
employee substantiating document file traiLs- payroll office assuming responsibility for the
ferred to the consolidated civilian payroll office payroll accounts shall print and distribute Forms
and should be only for those deceased employ- W-2 at the end of the current tax year using the
ees who have not been officially separated from EIN and address of the losing civilian payroll
the payroll system. office. The losing civilian payroll office shall be

responsible for undeliverable tax statements
F. Prepare and Remit Quarterly and except in the case Of a complete base closure. In

Annual Reports. Although the final pay period the case of a base closure, the cons;olidated
paid by the losing civilian payroll office may not civilian payroll office shall assunie responsibilily
coincide with the last pay period of tihe quarter for undeliverable Forms W-2. See subparagraph
or of the pay or leave year, the losing civilian 0(90207.C.I. for additional information.

payroll office will prepare reports or submit
documL.entationl to the applicable Office. 5. Forn 941/941c. Prepare and 5 -

balance tile Form 941 for all wages, deductions,
1. Individual Leave Record (or and contributions for the quarter of conversion

equivalent). Prepare Individual Leave Records and prepare Form 941c for prior quarters as
(or equivalent) for the year of' transfer, if not necessary. Mail these tax reports as soohi as all
previously produced. These recordb; will be necessary bilancing has beteni done. Fornm
maintained at the losing payroll office site for 941/941c must be filed within the time linimis
wrsearch and reference by the consolidaled specified in Circular E (reference (i)). Infonril the
civilian payroll office. IRS of the gaining civilian payroll Office's ad-

dress and EIN.
2. Individual Pay Record (or

equivahlnt). Prepare tile Jndividual Pay Record 6. Federal Tax Reporting.
(or equivalent) for the year of transfer, if not Mag etic tapV plecificatioHS fo hr the current year
previously pioduced. These records will be may not be available whenll payroll accounts are
maintained at the losin); payroll office site for transferred to the consolidated civilian payroll
research and refe_1rence by the consolidated office. Therefore, it may not be possible to create
civilian payroll office, the year-end tape at the linm payroll accounts

are transferred. Conve• ion proeedures will
3. Form I 1099-MISC, "MisCeila- contain instructions for lreparation and delivery

neous Income." Prepare and distribute unissued of data files which will be used in creating the
Form 1!199-MISC (or Form W-2) to beneficiaries Illagntlic taple.
of deceased employees for whom the SF 1153 has
been received. Distribution of tilth Form 10199. 7. State and Local Annual Tax
MISC (or Form W-2) to beneficiaries of deceased Reportls. l'repare all State and local tax reports
employees should be made as soon as p.ayment for the year of transfer. laxable wages and year-
has been made. The Form 1(099-.MISC will be to-date tax deductions musL e bealanced ICor all
prepared and submiitted to the Social Security affected employees and any neces;sary correclitons

_ _ _- ----.---. ------
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or adjustments made. Submit all State and local 11. Report of Collections for
annual tax reports to the applicable taxing Federal Salary Offset (RCS: DD-COMP(M) 1659).
authority as soon as they are balanced and Prepare the Report of Collections for Federal
reconciled. State and local tax reports must be Salary Offset as of the last pay period paid by 4)
filed within the time limits specified by the state the losing civilian payroll office. I he report
or local authority. should contain all collections made during the

month in which the losing civilian payroll office
8. Department of Labor Quarter- accounts are transferred to the consolidated

ly Continuation of Pay Report. Prepare the civilian payroll office. Submit the Report of
Department of Labor Quarterly Continuation of Collections for Federal Salary Offset to the
Pay Report as of the last pay period paid by the departmental level as soon as possible after the
losing civilian payroll office. Submit the Depart- end of the last pay period paid, but not later
ment of Labor Quarterly Continuation of Pay than the regularly scheduled submission date.
Report in accordance with normal distribution
instruction,; as soon as possible after the end of G. Balance, Close Out, and Transfer
the last pay period paid, but not later than 30] Retirement Records. All S1s 2806/3100 must be
days after the date of the last payday. balanced, clos,,d out, and tran•sferied fronm the

losing civilian payroll office. The OPM has
9. Report of Work Years and agreed to accept all SFs 2800i/3100( for the

Personnel Costs for Dolu Civilian Employment CSRS/FERS ao, a Fart of the consolidation initia-,
(0197-OPM-AN). Prepare Part C (Leave Earned tive. This in-ludes those records being main-
and Used) of the Report of Work Years and tamned for frozen CSRS accounts and military
Personnel Costs for Do!D Civilian Employment as deposits. Records will only be forwarded to the
of the last pay per-od paid by the losing civilian OPM when the civilian payroll office, the depart-
payroll office. Part C was formerly Part D and mental reporter, and the OPM are in balance.
has been redesignated for fiscal year 1992. The Listed below are the tasks which must be accoui- 0
report should contain leave information for all plishtd in order to submit the SFs 2800/3100.
pay periods paid during the current leave year
by the losing civilian payroll office. Submit the 1. Resolve Retirement Plan Dis-
Report of Work Years and Per'onnel Costs for crepancies. Employees who have been erro-
DlD Civilian Employment in accordance with neously placed in an incorrect retirement plan,
instruction.s as soon as possible after the end of and whose recoris have no[ been adjuted, must
the last pay period paid, but not later than the have such adjustments completed prior to sub
regularly sclhe(leIhd submission date. initting the records to the OP'M. Comllete

adjustment actions underway to correcnt th Sl:s
10. Report of Personnel and 2N)6/3100 and correct associated reports such as

l'ayroll Outlays by Operating Location (RCS: the SF 2812, "Journal Voucher and Report of
DD-COMP(A) 1600). IPrepan., the Report of Withholdings and Contributions for I lealth
Personnel and Payroll Outlays by Operating Benefits, Group Life Insurance and 'letirement,"
LAcation as of the last pay period paid by the and Form 941 as necessary. Inform the consoli-
losing civilian payroll office. The report should dated civilian payroll office of any changes to)
contain information from the fourth quarter of previously converted data such as year-to-date
the prior calendar year and all pay periods paid Social Security and Medicare wages. lin addition,
prior to the transfer of payroll accounts to tile request the servicing civilian perCsonneltl offices, io
consolidated civilian payroll offic.. Submit the perform a review of employee n'cords to cnsur
Report of Personnel and Payroll Outlays by that previously neported retirement plans are
Operating location in accordanlce with instruc- correct. Ensure that frozen CSRS accounts have
lions as soon as possilile after the end of the last been properly handled in accordanct! wvitt
pay period paid, buti not later than the regulariy instruciions contained in OPM I'ayndl )lfice
scheduled submissioln date. lA-tter M8-13, dated Novemvber 8, 1988 (rvforvne•,
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2. Complete SF 2800/3100 officer to the departmental level. The depart-
Posting. Ensure that the Name History, date of mental level will have performed anl analysis of
birth, SSN, payroll office information, Service thý- two amounts based on information provided
History, and Fiscal History on the SF 2806/3100) by the disbursing officer and the NFC. Tihe
are completely posted. The Name History and losing civilian payroll office will be responeeblic
Service History must contain all SF 50 data for reconciling thle difference anid making nleces-
received during the last pay period. The Fiscal sary aidjustments.
History calendar year salary deduction% for thle.
current pay year must include deductions for the 6. Balance ,SR 2812. Amiounts
last pay perioid paid by the losing civilian pay- reported to thie OPM onl the SF 2812 must be in
roll office. Annotate the last entry of the Service agcv~envent with amounts reporfed by the( dis-
History with the following: "Transfer of payroll burincig officer to thie departmiental level. TheU
function to the Defense Civilian P'ay System -- departmental level will have performed an
(name of conisolidated civilian payroll office).' analysis of thle two amounts based onl infornia-
For example, the records for those payroll ac- tion provided by the disbursing officer and thie
counts transferred to the Deliver Centoer would OPM. The losing civilian payroll office will bie
read: "Tranisfer of payroll louc-tioo to Defense responsible for reconciling the difference and
Civilian Pay System - DFAS - DEn~ver Center." making ntecessary adjustments. Ensure that all

3. alace ~s 81)/310. he collectionls have been reported via tho SI: 2812.

monetary amount contained on the last posting 7. Certify Sts 2800~/110(0. Eiach
on the Fiscal History Accumulative Total Salary SF 2806/3100) must be certified for its accuracy.
Deductions; for each hard copy SF 2N)6/3100) The certification will begin onl thle line below the
must be in agreement with cumulative retire- last fiscal entry and will carry the annotation
inent deductions for each employee contained in "Deductions and Service certified correct." 'Ilii s
the automated civilian payroll System. Ultimate.. payroll certifying officer will be respot)nsRible for
ly, this amount must also be in agreement with signinhg the' certification,
cumulative amiounts agreed upon by thle OPM
and the ciepartmental level. Discrepancies must 8. Ianni ~ 863).All
be resolved and corrective action taken to adjust SI~s 28046/3 1001 for CSRS and FETRS Shall be for-
either cumulative retirement deductions and /or warded ito thle O'M, Thids inllCudes0 those records 9
hard copy SI-s 2800/3100t. beinig ncaidtineild for fr'ozen CS16 acount-1S anld

mnil ita ry deposits. SF 2807, "Register ot Sepacra-
4. Balance Military Deposit tiotis and 'Iransleni," lot CSI{S and SY 31113,

Workshieets. Ensum- that all repaymintjts (cash "RegiSte r' Of SV 1 'dtr tonSdI I di lrdnien;tei " I or 11`16

collectionS or pa yroll ded uctioni s) miade fcoir ,hall Ib' P icparei .10t fi iWr w d reel1I tr c thie
mi lita ry service cred it d epos its have been po ~ td OP'M. A (opy of thet Ieg isleT rSh all 1WIVc'povided 0
to the 011M Formi 1514 and thle remaining lxi I. ic the coniisoi dated civil iani payroldl Office. Il
ance reflects% accrued interest through thet date of' Order to mllinimize thet niunbem' of registers Sub)
thle last payment. Also ensure that each (3PM m~ittd to 011VM, each reite xcept fm- tirlthe last
Form 1514 is su pported by, anid is inl agreement Should cc~i nt ii 0 tilrecord s. The rccordis will hec
with, the SF 2806 /31(10 maintained fo r that a rrange'd inl a ljliabeti cal o rder vi thil til~t-l regis-
purpose. This SF 2806/31001 is seplarate and ter. Only (hi' last page of thle regiswier Should 0
a pa ii fromt the SF 2N16 / 310 (it) il i ~ta ilied for cc int; in page tcotalIs, totalIs lbr oughlt fcorwarid friomn
ieg ula r ret iremient. Ensure thiat all co llecthions p~ '..... .cId ciWCeo iou ated t01,1i ti l dtcc 'te; thVII c' ic ic,

havi' b'en reported vateSE: 1412. except fo r thes final pcig' ofi ca cl Lcgi cift iOff'

each page iust ,i ccvi' tlic ''Page 'cTolaIs" h'lim k.
5. Balance TS1' Accounts,.1 ~ A nio u nts rc'pi rted! tic NFC onl Fcc io 151 -2, a . I-Alop live 'i's w lceso 'a cat i'

-- "~~~'I hri ft Savings Plan Cert ifica tio ns cif 1ra nsfer o f cci me lce Ish ire thil iii r CIc rIS ar trii' as Ic' ncd ic)

F und s and journadl Vciucher," must lxe iii agrve- thet OP IM will havye tO i r &SIs 280b(c/310 ItI)SLA11litcii
mint with a mccunts repo rted by t he d isbu rs in g t~d i iii n id a (lk-v ill a Cci n111C tciic' Wi I ;th c ~
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procedures. They will not be batched with other microfiche all SFs 2806/310(0 prior to shipment -
records submitted to the OPM as part of the from the losing civilian payroll office. If micro-
transfer of the payroll function. The consoli- fiche is used, it must be of a quality acceptable
dated civilian payroll office must be informed of for the General Records Schedule (reference (g)).
the register number that submits this type of Retirement cards are to be filmed in the same
record so the number may be annotated on the order as they appear on the register to OPM. The
retirement transmittal submitted to the OPM quality of the product should be reviewed after p
from ihe consolidated civilian payroll office for records are microfiched to ensure the records are
the same employee. This will allow the OPM to legible. Two sets of microfilm/miciofiche must
combine both submissions into one package. be prouuced. One set must be retained as a part

of the documents retained by the losing civilian
b. SFs 281A7 received by a payroll office and one set must be forwarded to

losing civilian payroll office after payroll ac- the consolidated civilian payroll office. •
counts have been transferred to the consolidated
civilian payroll office will be returned to the H. Complete In-Process Adjustments,
sender. Attach the SF 2807 to a memorandumn LoAsing civilian payroll offices may have work in
explaining that the payroll accounts have trans- progress that will not be completed prior to the
ferred to the consolidated civilian payroll office transfer of payroll accounts to the conrsolidated
and the SFs 2806/31X) must be sent to the OPM. civilian payroll office. Examples of these types p
A sample memorandum is at Figure 1-i1. of adjustments would include research and

recalculation of retroactive adjustments to pay,
9. Make Final Adjustments. The leave, and deductions,

OPM and the departmental level will reconcilh
the civilian payroll office retirement balances for 1. Adjustments for active em-
each year to deternine a mutually agreeable ployees that have not been updated in the losing p 0
cumulative retirement balance. That will repre- civilian payroll office's current payroll system
sent the balance with which the civilian payroll will not lbe included in data converted for the
office must reconcile the SFs 2806/3100. In sonie consolidated civilian payroll office. The losing
inustances, it may be impossible to reconcile this civilian payroll office must complete the action
cumulative balance to the total number of SFs and inform the consolidated civilian payroll
2806/3100 on hand. Therefore, certain final office of the results !;o thi t office may take the p
adjustments may be necessary either oin the part appropriate action.
of the civilian payroll office or the OI'M. As
adjustments may vary rmin civilian payroll office 2. Inactive employee records
to civilian payroll office, each departmental level will not be converted for the consolidated civil-
will instruct civilian payroll offices as to what ian payroll office. The losing civilian payroll
actions must bet taken for their particular case. office must complete the in-process adjustment S
Hie gaining civilian paynrll office has tle re- and take appropriate action to ensure the itecords
sponsibility for making all adjustments and and reports applicable to that office include the1-
inlonning the losing civilian payroll office de- adjusted amounts. Forward any report which
paitmental reporter of any adjustments made. has changed and which was previously included

in the payroll office substantiating document
10. Clear 0PM Discrepancy files to the consolidated civilian payroll office. _

Notifications,. All outstanding OPM discrepancy
notifications must be resolved and returned as i. Prepare v lard Copy 1-tistorical
soon as possible, but not later than 2 weeks after Files.. The losing civi!ian payroll office will be
the last SF 28N6/3100 has been submitted, responsilble for maintenance and disposition of

those residual rt:cords which are not forwarded
1i. Microfilm /Microfiche SPs to the consolidated civilian payroll office. These

2806/3100. A permanent recorr' of Fiks records fall into two categories: those having a
2N)6/3100 must be made in case they are lost or pennanient retention and are forwarded to the
destroyed during submission. Microfilm or NPRC, St. Louis, Missouri, after a prescribed
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trie limit; and those having a temporary reten-
tion and are destroyed after being held for a
prescribed time limit. Records disposition will
be in accordance with Component irtstrut tions
previously followed by the losing civilian payroll
oftice.

1. Permaneni Retention

a. Individual Pay Records
(or equivalent) will be retained and submitted to
the NPRC? in accordance with Component reten-
tion requirements. Transfer records which have
been retained longer than the last date pre-
scribed by Component regulation to the NPRC
within 90 days after tranwfer of payroll accounts
to the consolidated civilian payroll office. For-
ward one copy of the SF 135 that accompanied
these records to NPRC to the consolidated
civilian payroll office.

b. The losing civilian pay-
roll office must continue to submit records of
this type to the NPRC on an annual basis, as
prescribed by Component directive, u~itil there * *
are no records having permanent retention
remaining. By January 31st transmit each year's
submission and forward a copy of the SF 135 to
the c(insolidated civilian payroll office.

P 2. Temporary Retention. Payroll
suoostantiating files which support biweekly
computations ,ind provide an audit trail must be
retained in accordance with Component reten-
lion requirements. Examples of these files
include residual employee substantiating docu-
me it files, Quarterly Individual Leave Record
I.. .ui,,tleit), and time and attendance reports.
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MEMORANDUM FOR CIVILIAN PERSONNEL OFFICERS

SUBJECT: Change in Payroll Servicing Arrangement

The Department of Defense has all initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The Defense Civilian Pay System has been
selected as the standard system, and the first of the consolidated sites has been designated at the 0
Defense Finance and Accounting Sern ice Center located at Denver, Colorado, The payroll office
located at (payroll office name and address) Payroll Office Number is scheduled to be
consolidated into the Denver Center effective with the pay period beginning _ . The Payroll
Office Number assigned to the Denver Center is 97-380100.

This memorandum is to officially notify you of the impending change in the payroll servicing 0
arrangement, and to request that you disseminate this information to all affected parties including
State unemployment offices. We are particularly interested in ensuring that all labor organizations
and other like employee associations be notified well in advance of the change in servicing arrange-
ment and the effective date so they may inform their members. The Denver Center will be forwarding
a "welcome" package t(L you under separate cover. This package will explain in greater detail the
payroll services which will be provided and will also outline changes which you may expect. •

It is also requested that you initiate action to change the servicing Payroll Office Number
associated with each employee record contained in your automated civilian personnel system. This
change is necessary to ensure that automated submission,; of entitlement and deduction data are
directed to the proper payroll office. The change in servicing Payroll Office Number should be made
after completing all transactions for tile pay period ending and before initiating the first S *
transaction for the pay period beginning . We have established a cut off date of _ which
will be the last date transactions may be received and processed by this payroll office, You are
requested to make every effort to honor this date as we must be in a position to complete final pay
period processing and prepare for the transfer of payroll files to the consolidated site.

The point of contact for (local payroll office) is He/she may be reached at . The S

point of contact for the Denver Center is . He/she may be reached telephonically at , or
by addressing mail to the Defense Finance and Accounting Service - Denver Center, Attn: DFAS-
DE/FNA, 6760 E. Irvington Place, Denver, Colorado 80279-4000.

Local Finance and Accounting Officer

Attachment

Figure 1-1, Sample Memorandum to Civilian Personnel Officenrs
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lnternal Revenue Service
Street Address
City, State ZIP Code

Dear Sir:

The Department of Defense has an initiative underway to consolidate its payroll operationes and

to use a standard automated civilian payroll system. The standard system has been selected, and the 0

first of the consolidated sites has been designated at the Defense Finance and At-counting Service

Center located in Denver, Colorado. The payroll office located at (payroll office name and address) i:;

scheduled to be consolidated into the Denver Center effective with the pay period beginning _.

This letter is to officially notify you of the impending change in the payroll servicing arrange-

ment, and to inform you that remittances for tax levies and voluntary repayment of delinquent taxes

will no longer be made by this payroll office after . Enclosed is a list of employees within your

jurisdiction for which this office is making payroll deduction for tax levy(s). The Form 668-W (Notice

of Levy on Wages, Salary, and Other Income) provided to this payroll office has been forwarded to
the Denver Center as part of the official records of that office. The Denver Center will honor die

Notice of Levy, and you may expect to receive the first remittance from the Denver Center on or about

Levies which have been misrouted to this office and received after _ will be forwarded

directly to the Denver Center.

The point of contact for (local payroll office) is . He/she may be reached at . The

point of contact for the Denver Center is . lie/she may b,: reached telephonically at or

by addressing mail to the Defense Finance and Accounting Service - Denver Center, Attn: DFAS- * *
DE/FNA, 6760 E. lrvington Place, Denver, Colorado 80279-4000lU.

Sincerely,

Local Finance and.Accountitig Officer

Enclosu re
I

p

I

Figure 1-2, Sample letter to Internal Re•vnuv Service
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Date

Internal Revenue Service
(Enter address of Reqgional Service Center)

j AV

Dear Sir:

The purpose of this letter is to advise you that all civilian payroll accounts located at
lEmployer Identification Number (EIN) will be moved to a consolidated civilian payroll
office located at . . .. effective i

The uses Employer Identification Number . Its
address is:

Civilian eniployees affected by tfl'e cCnsolidation will receive two Wage and Tax Statements
(Forms W-2) for tax year . - will issue Forms W-2 to employees and submit Federal
tax reports to tihe IRS through . The _ will also issue ormnts W-2 to
Semployees for wages paid ibeginning through the end of the current tax year. Although
_ will perftrm no further ainnual civilian payoIll reporting after tax year . we may have
occasion to report certain adjustmenls for civilian Umphloyees against it in the future. Therefore, it
must continue to Ibe available for this l)urpose. Any questions which pertain to the planned consolida-
tion should be directed to

Since rely,

Iocal Financt and Accounting Officer

Figure 1-3, Sample Letter to Internal Revenue Service for Closure
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State/Local Taxing Authority
Street Address
City, State ZIP Code

I ear Sir:

"The Department of Defense has an initiative underway to consolidate its payroll operations and
wo use a standard automated civilian payroll system. The standard system has been selected, and the
first of the, contsolidated sites has been designated at the Defernse Finance and Accounting Service
Center located in Denver, Colorado. The payroll office located at (payroll office name and address)
Employer Identification Number (EIN) - is scheduled to be consolidated into the Denver Center
effective with the pay period beginning

This letter is to officially notify you of the impending change in the payroll servicing arrange-
ment, and to inform you that the withholding and remittance of taxes for your jurisdiction will no
longer be made by this payroll office after . The Denver Center, EIN _ will be
withholding taxLe, according to your published formulas, and remittance will be in accordance with
your agreement with the [ X-partment of the Treasury.

We will be providing you tax report,, as a part of our normal disestablishment procedures. These
reports will include those normally furnished to you after the end of the tax year other than Form W-2
and automrated reporting media. The Form W-2 to individual employees will be produced and
distributed after the end of the tax year by the consolidated payroll office. You, will also Itrceive year-
e'nd autt)Inated reporting at that time.

"The, point of contact for (local oayroll offtice) is . He/she may be reached at . The
pofit-1 ,of conact dfor the LDenver Center is .He/she may be reached telephonically at or
by addressing mail hi the 1Delfezv:.Ie;L Finance and Accounting Service .i'tver Cenler-, ALtn: DFAS-
DF!/FNA, 0•7J0 E. Irvington Place, lDnver, Colorado 8H1279-4(000).

Sincurely,

lOcad F[inance and Acco unting Officer

Pigrf 1-4, Sample Letter to State/Local Taxing Authority
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National Finance Center
Thrift Savings Plan Operations Office
P.O. Box 61150
New Orleans, Louisiana 70161-1.500

Dear Sir:

The Department of Defense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The standard system has been selected, and the
first of the consolidated sites has been designated at the Defense Finance and Accounting Service
Center located in Denver, Colorado. The payroll office located at (payroll office name and address)
Payroll Office Number is s,.hduled to be consolidated into the Denver Cenler effective with
the pay date of . The Payroll Office Number assigned to the Denver Center is 97-38-0100.

This letter is to officially notify you of the impending change in the payroll servicing arrangement
so that you may make the necessary changes to your records. Employee data records for the final
submission from this payroll office will contain the TSP Separation Code "T" for those records which
are being transferred to the Denver Center. All other records will carry the TSP Separation Code
applicable to the particular employee being reported. Enclosed is a list of employees cunrently having
deductions made for TSP loans. Documentation to support these loans will be tra nsferred to the
Denver Center, and you may expect to receive loan payment data along with regular biweekly
employee data and payment record submissions.

"1The point of contact for (local payroll office) is . I le/she may be reached at The
point of contact for the Denver Center is _ . He/she may le reoched telephonically at or
by addressing mail to the Defense Finance and Accounting Service - Denver Center, Attn: DFAS-
DE/1PNA, 0760) E. lrvington Place, Denver, Colorado 8)279-4000.

Sinherely,

Local Finance and Accounting Officer

Eochm-lsu re

cc:
Thrift Investment Board

NOTE: Address corresptondence to the Thrift Investment Board as follows:

Federal Retiremenlit Thrift Investment Board
H05 Fifteenth Street, NW
Washington, DC 20005

IFigure 1-5, Sample Letter to National Finance (Center
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Court oi f__
Street Address 1
City, State ZIP Code

CDar Sir:

The aepartment of D7-fense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The standard system has been selected, and the S
Qist of the consolidated sites has been designated at the Defense Finance and Accounting Service
Center located in Deliver, Colorado. The payroll office located at (payroll office name and address) is
scheduled to be consolidated into the Denver Center effective with the pay period beginning

This letter is to officially notify you of the impending change in the payroll servicing arrange-
ment, and to inform you that withholding and mmittance of payments for (alimony, child support,
bankruptcy, commercial debt) will no longer be made by this payroll office after . The
enclosed list reflects employees who are having deductions made by this payroll office on your behalf.
The l)enver Center has been provided the official court documentation and will continue to honor the
collection. You may expect to receive remittances from them on a biweekly basis beginning on or
about

S

"T'ht point of contact for (local payroll office) is _ Hel/she may be reached at . The
pointof contact for tile Denver Center is __.__ He/she may be reached telephonically at or
by addtressing mail it) the Defense Finance and Accounting Service - Denver Center, Attn: DFAS-
D1/FINA, (760 F. Irvington Place, D"-nver, Colorado 80279-4100.

Sincerely,

Local Finance and Accounfing Officer I

I-.lcinsure

Figure 1-0 4, Sampih' Letter to (OuNrs
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Federal Reserve Bank/Financial Institution
Street Address S
City, State ZIP Code

Dear Sir:

The Department of Defense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The standard system has been selected, and the
first of the consolidated sites hus.been deslgnal'd at the Defense Finance and Accounting Service
Center located in Denver, Colorado. The payroll office located at (payroll office name and address) is
scheduled to be consolidated into the Denver Center effective with the pay period beginning .

This letter is to officially notify you of the Impending change ii the payroll servicing arrange-
ment, and to inform you that remittances for net salary payments and allotments will no longer bei-
furnished by this payroll office after . Previously completed employee authorization for
deposit to account- will be transferred to the Denver Center, and the Demver Center will continue to
honor these authorizations. You may expect to receive the first remittince from the De.•nver Center on
or about I

The point of contact for (local payroll office• is . He/she may be reached at The
point of contact for the Denver Center is e. -/she may be reached telephonically at or
by addressing mail to the Defense Finance and Accounting Service - Denver Center, Attn: DFAS-
IDE/FNA, 6760 E. Irvington Place, Denver, Colorado 80279-4)000.

Sincerely, * O

Local Finance and Accounting Officer

.

Figure 1-7, Sample Letter to Federal Reserve Bank/Financial Institution
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Fiscal Management Division
Retirement and Insurance Division
Office of Personnel Management
Washington, DC 20415-W(01

Dear Sir:

The Department of Defense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The standard system has been selected, and the
first of the consolidated sites has been designated at the Defense Finance and Accounting Service
Center located in Denver, Colorado. The payroll office located at (payroll office name and addr:,ss.
lPayroll Office Number is scheduled to be consolidated into the Denver Center effective with
the pay period beginning . The Payroll Office Number for the Denver Center is 97-38-0100,

This letter is to officially notify you of the impending change in the payroll servicing arrange-
nmnt, and to inform you that you will no longer receive biweekly reports for withholdings and
contribution% or annual retirement summaries' from this office. Submission of the last SF 2812,
"Journal Voucher and Report of Withholdings and Contributions for Health Benefits, Group life
Insurance, and Civil Service Retirement," will be on . Individual Retirement RecordF for the
Civil Service Retirement System and the Federal Employees Retirement System will be forwarded in
accordance with agreements you have reached with the Director, Defense Finance and Accounting,
Service. We will Ibe working closely with our departmental personnel and your staff to ensure that
our records are in balance before they are remitted. Any queslions concerning our records once they
are balanced and forwarded should be directed to the Denver Center.

The Pofint of contact for (local payroll office) is _. I le/:;hie may be reached at -• 1he1L.h
point of contact for the Denver Center is . lie/she may be reached teleplhionically at _, or
by addres-sing mail to the Defense Finance and Accounting Service - Denver Center, Attn: DFAS-
DI)I/IENA, 670(0 E. lrvington Place, Denver, Colorado 801279-4000t.tl

,Silcerely,

LIocal Finance and Accounting ()fficer

JI

Figure 1-8, Sample Letter to Office of Personnel Management
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Nonappropniated Fund Employee Benefit System
Street Address
Citv, State 711P Code

Dear Sir:

The Department of Defense has an initiative underway ito consolidate its payroll operations and
to use a standard automated civilian payroll system, The standard system has be-en selected, and the
first of the consolidated sites has been designated at the D~efense Finance and Accounting Service
Center located in Denver, Colorado. The payroll officc located ut.(p.yrol1 office name and address) is
scheduled to be consolidated into the DeŽnver Center effective with the pay period beginning

This letter is to officially notify you of the impending chango in the payroll servicing arrangc-
inent, and to inform you that remittances for Nonappropriated Fund retirement will no longer be
furnished by this payroll office after ______ Responsibility for deduction and remittance of
retirement contfibutions will be assumed by the D~enver Center. You may expect to receive the fir-t
remittance from the Denver Center On Or aboKut _ .____

The point of contact for (local pa VrolI office) is I______ lie!s sl ay be reached at ______T'he

point of contact for thev Deniver Center is ____. lie/she may be reached telephonically at or 1
bv addressing mail to the Defense Finance and Accounting Service - De)nver Ceniter, Attn: DFAS-
DE/ FNA, 67toI V. ltvington Place, D~enver, Colorado 80)279-4000l.

Sincerely,

Local Vinance and Accounting Officer

Fig oure 1P), San o ile I etter to N AF Em plo)yee N ite (i Sys te ni
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Combined Federal Campaign of (•)
Street Address
City, State ZIP Code

Dear Sir:

The Department of Defense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The standard system has been selected, and the
first of the consolidated sites has been designated at the Defense Finance and Accounting Service
Center located in Denver, Colorado. The payroll office located at (payroll office name and address) is
scheduled to be consolidated into the Denver Center effective with the pay period beginning ____ .

This letter is to officially notify you of the impending change in the payroll servicing arrange-
ment, and to inform you that withholding and remittance of payments for charitable contributiom will
no longe~r be made by this payroll office after . The Denver Center will continue to honor
previously executed employee authorization•; for charitable contributions. You may expect it) receive
remittances from the Denver Center on a biweekly basis beginning on or abxut __

TThe point of contact for (local payroll office) is _ . He/she may be, reached at T The
point of contact for the Denver Center is _ . He/she may bl reached telephonically aLt --------- or
by addressing mail to the Defenlse Finance and Accounting Service - Lknver Center, Attn: DFAS-
DE/FNA, 7600 E. Irvington Place, Denver, Colorado 80}279-4000I,

Sincerely, *

Local Finance and Acu w unting OfIlicer

|I

II

III

II

Figure 1-10, 'Sampl i Letter to Combhined Federal Ca mpaign
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MEMORANDUM FOR FINANCE AND ACCOUNTING OFFICE ()

SUBJECT: Return of Individual Retirement Records

The Department of Defense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The standard system has been selected, and the
finst of the consolidated sites has been designated at the Defense Finance and Accounting Service
Center located in Denver, Color."do. The payroll office located at (payroll office name and address)
Payroll Office Number has been consolidated into the Denver Center effective with the pay
period beginning

In addition to the transfer of payroll accounts to the consolidated site, the Office of Personnel
Management (OPM) has agreed to accept all Individual Retirement Records for the Civil Service
Retirement System and the Federal' Employees Retirement System. Therefore, as a result of the
consolidation effort and the OPM agreement, it is not possible for this office tin accept the retirement
records attached to SF 2807 IA XX-XX. The attached SF 2807 is being returned to you without action,
and the Individual Retirement Records erroneously forwarded to this office must now be forwarded to
the OPM. You should prepare an SF 2807 in the OPM series and forward these records as soon as
possible after receipt.

Local Finance and Accounting Officer

Attachment

Figure 1-11, Sample Memorandum to Finance & Accounting Office
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CHAPTER 02

TIME AND ATTENDANCE

0201 INTRODUCTION a timekeeper does not relieve the supervisor of
the responsibility for the accuracy of the time •

020101. Obiective. The payroll functional and attendance to which he or she certifies
objective for time and attendance is to ensure including that leave is approved and adminis-
that the presence and absence of employees are tered in accordance with aypiicable policies,
accurately recorded and reported for computing regulations, instructions, and bargaining agree-
pay, leave, and allowances. ments. The supervisor spot-checks attendance

by personal observation and reviews and initials
020102. Responsibilities corrections on source documents. The supervi-

sor should inform the timekeeper when an
A. Emphoyintl Activity's ResponsiiIli- employee is on any type of leave, or has worked

tie.s any type of premium work.

1. Timekeepers and time and 2. Normally, timekeeping
attendance certifiers have been properly trained. responsibilities should be assigned to individuals

who can observe employees' attendance and
2. Timekeeping and time and absence each day.

attendance certification processing are performed
as required by the designated individuals. 3. Supervisorsshould ensure by

personal observation that exceptions to the
3, All required supporting docu- employee's normal tour of duty are posted daily.

mentation is available for audit purposes.
4. An alternate timekeeper

4. Procedural guidance is clear should be appointed to maintain time and atten-
and adequate to ensure that timekeeping and dance dai!y during the absence of the primary
time and attendance certification are performed timekeeper.
correctly.

C. ThnlekeeIN'r S Responsibilities

5. Every effort is made by the
timekeepers and time and attendance certifiers to 1. Tinmekeeping Ls a critical func--
correct errors prior to electronic certification, tion. Personnel chosen as tinekeepers must be

competent and responsible. They are responsible
6. All errom.. that were not for keeping complete and accurate time anid

detected and corrected prior to electronic certifi- attendance reports. It possible, timekeepers
cation are reported promptly to the civilian should be collocated with the employees whose
payroll office. These errors would include the records they keep.
failure to enter the correct separation date as
well as other time and attendance entries. 2. Organizations may designate

supervisors or other employees (secretaries, clerk
B. Supervisor's Responsibilities typists, or others) to serve as timekeepers. Time-

keepers may be civilian or military personnel.
1. Supervisors are respornsible

for the timely and accurate preparation, certifica. 3. All employees appointed as
lion, and submission of time and attendance. timekeepers for tine and attendance are respon-
The .:upervisor may assign checking of daily sible for:
attendance and posting of time and attendance
to a timekeeper. Assignment of these duties to

3.5

I

S S S • ' S 0 . .



Volume 8, Chapter 02 DoD Financial Management Regulation
i a. Recording all exceptions 3. Make a photocopy of all b (_

to the employee's attendance and leave on a released time and attendance source documents.
daily basis. If daily recording is impractical for
some employees, exceptions are allowed if 4. Obtain a certification form
authorized in writing by the Component head or from the agent acknowledging custody of the
designee. time and attendance documents.

b. Ensuring that employces 0202 REQUIREMENTS
either initial the time and attendance input
document or sign an SF 71, "Application for 020201. For each civilian employee, a daily
Leave." record of time in pay and nonpay status or

piecework completed shall be maintained by a
c. Ensuring that all postings designated timekeeper who takes no part in pre-

for overtime and compensatory time earned have paring the payroll or by electromechanical
been approved, corrections on the time and devices, if permitted by local law. When such
attendance document initialed, and totals are devices are used, adequate supervisory surveil-
correct before certification. lance shall be maintained to ensure proper and

accurate time recording. Timekeepers responsi-
estdc d. Recording the employ- ble for time and attendance reports shall have

de's attendance, absence, and all other applicable positive knowledge as to the employee's pres-
data daily in blue or blaLk indelible ink, unless ence and absence before marking the report.
an optical mark reader document requiring a When serial sign-in and sign-out sheets are used,
lead pencil is used. Do not use felt-tip pens or employees shall sign their name and time of
erasable ink pen.s. Errors in posting will be arrival. When they depart, employees shall sign
corrected by drawing a Fingle line through the their name again and enter their time of depar- I 0
incorrect entry and posting the correct data; ture. Preprinted serial sign-in and sign-out
erasures and covering fluids are not allowed. sheets are not authorized.
All corrections will be initialed by the supervi-
sor, acting supervisor or other designated repre 020202. The time period shown on time and
sentative authorized to act as an alternate certifi- attendance reports shall correspond to the length

* er at the er., of the pay period, of a pay period; i.e., if payment is made for a
2-week period, the time and attendance report

"0201103. Audits shall cover a 2-week period.

A. Certified time and attendance 0202(13. Time and attendance data shall clearly
source documents arc subject to audit by the indicate whether annual leave taken is to be
General Accounting Office (GAO), local audit charged against the employee's current leave
"agencies, and other inc;pection teams. Certifying account or to a separate leave account estab-
official,; are responsible for furnishing ;tifica- lished for restored leave. If an employee has one
"tion ,r clarification of certified time and atten- or more supplemental leave accounts, the time
danco., and attendance report must clearly identify the

one to be charged for leave taken. Unless annual
B. Before releasing any source docu- leave taken is identified to an employee's rt-

ments for audit: stored account, regular leave will be char.,ed.

1. Check for polper identifica- 020204. The time and attendance data shall
tion (of the agent riquesting timre and attendance reflect a proper and accurate accounting of an
information, employee's actual time and attendance and

leave. The initial time and pay period for a new
2. .stablish a need tor the employee and the final time and pay period for

informatior. a separated employee may be less thar a 2-week
pay period.

36
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020205. Minimum data element values to be substitute positions. Attendance and absence
included on time and attendance reports or sup- must be recorded accordingly. If it is necessary 9
porting documentation for each employee are as to convert time for teacher personnel to hours, 8
follows: hours will be used for a full day and 4 hours for

a half day.
A. Employee's name and SSN.

B. Alternative Work Schedules
B. Pay period number or dates. (AWS). Public Law 99-196 (reference (e)) made

the AWS program permanent in 1985. The
C. Number of hours worked by day program permits a variety of flexible and corn-

and week and in total. pressed work schedules.

D. Number of hours of premium 1. Flexible Work Schedule.
work, by type of premium, to which the em- Under certain flexible schedules, DoD civilian -
ployee is entitled. employees may work longer or shorter hours

including credit hours on any given workday
E. Number of credit hours and comn- without taking leave or being paid overtime, as

pensatory time worked. long as their basic biweekly work requiwements
are met (5 U.S.C. 6123) (reference (b)). By elect-

F. Number of hours of leave, by ing to work hours in excess of their tour of duty,
type; credit hours and compensatory time used. employees may also complete the biweekly basic

work requirements in fewer than 10 workdays
G. Dates and times leave is taken, without being paid overtime or being charged

leave for the nonworkdays. This provision does
H. Any required supporting docu- not apply to TP pay plan employees.

mentation for absences, e.g., court orders, SFs 71,
military orders, a. The extended hours of

operation may require designation of additional
1. Handwritten signature orautomat- timekeepers, whose duty hours overlap, to either

ed approval code of an authorizing official, manually record time and attendance or provide
surveillance over recording devices or sign-in

SSuch other information as may be and sign-out sheets used for that purpose.
required in support of operations.

(1) When designating
If the above minimum requirements cannot be additional timekeepers, certain conditions shall
met, a request for a waiver with supporting be considered. If possible, a timekeeper shall
rationale rhall be forwarded from the employing arrive at the beginning of tile workday, and one
activity to the Director, DFAS. shall leave at the end of the workday. Their •

,cheduled days off may not be tile same.
020206. Work Schedules

(2) Additional supervi-
A. Basic work requirement. The basic sory personnel may be needed both to supervise

work requirement is defined as the number of the work force and to certify time and atten-
hours, excluding overtime hours, an employee is dance. Supervisors shall provide reasonable
required to work or to account for by charging assurance that employees arc cn duty by such
leave. A full-time employee's basic work re- techniques as occasional supervisory telephone
quirement is 80 hours in a pay period. Depart- calls to the employee during times the supervi-
ment of Defense Dependents Schools (DoDDS) sor is not present, but the employee is scheduled
employees in pay plan 'TP" (which includes to be; occasional supervisory observation by the
educators, principals and assistant principal:h) are supervisor coming to work earlier or later than •
scheduled to work either full or half days. This ,ormal; arrangements with other timekeeping or
includes educators employed in part-time and supervisory personnel to provide observation;

37
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and a determination of reasonableness of work (3) Gliding schedule is
output for time spent. a flexible work schedule in which an employee

has a basic work requirement of 8 hours in each
b. An approved work day and 40 hours in each week. They may select

schedule shall be maintained showing the times an arrival time each day and may change that
of arrival and departure, proposed and actual, arrival time daily as long as it is within the
for each day to support the time and attendance established flexible hours.
report. The nature and length of absences also
apply to employees working under an AWS. For (4) Maxiflex Ls a flexible
example, under this work schedule, full-time work schedule that contains core hours on fewer
employees must account for 80 hours, as a mini- than 10 work days in tihe biweekly pay period
mum, for a 2-week pay period. However, and in which an employee has a basic work
employees will be charged leave according to requirement of 80 hours for the biweekly pay •
their work schedule. period (or multiple thereof. The employee may

vary tile number of hours worked on a given
c. DoD employing activities workday or the number of hours each week

that significantly extend the hours of the day within the limits established for tihe organization.
during which employees may work shall ade-
quately provide for both preparing and certify- 2. Compressed Work Schedule S
ing time and attendance reports. Electromechan-
ical recording devices shall be con.sidered as a a. A compressed schedule
means of keeping time and attendance reports is a fixed schedule which enables tile full-time
that shall provide the evidence required as to employee to complete the basic work require-
cumulative time in a work status. ments of 80 hours in fewer than 10 full work-

days in each biweekly pay period by increasing i O
d. In the case of a full-time the number of hours iii the workday. There arc

employee, an 80-hour biweekly work require- no flexible times in a compressed schedule.
ment allows an employee to determine his or her Employees' times of arrival and departure from
own schedule within the limits set by the em- work are set, as are the days on which they are
ploying activity. A part-time employee deter- to complete the basic work requirement. For

• mines his or her own schedule for a biweekly employees working under compressed schedules, •
work requirement of less than 80 hours. The overtime pay will continue to be paid for work
following are variations of the flexible work outside the compressed schedule (5 U.S.C. 6121
schedule: and 6128) (reference (b)). The two most common

compressed schedules are the 4-10 and the 5-4/9
(i) Flexitime is a flexi- schedules. On the 4-10 schedule, employees

ble work schedule that splits the tour of duty work 10 hours a day for 4 days each work week.
into 2 distinct kinds of time--core hours and On the 5-4/9 schedule, employees work 9 hours
flexible hours. Under any flexitime schedule, an a day for 8 days, 8 hours for I day, and get i
"employee must be at work or on approved day off each pay period. Compressed wock
absence during core hours and must account for schedules are determined either by managemnent
the total number of hour, he or she is scheduled or through negotiations with exclusive employee
to work, representatives.

(2) Flexitour is a work b. "The recording of absenc-
schedule in which an employee, having once es is treated in the same manner as for employ-
selected starting and stopping times with;n the ees working a regular or alternative work sched-
flexible hours, continues to adhere to these times. ule, However, employees working a compressed
Further opportunities to select different starting work schedule will be charged leave in accor- l
and stopping limes may he provided subse- dance with their basic work schedule.
quently by the employing activity.
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020207. Approval of Leave. Leave approval b. Pay Period Basis. The
may be by handwritten or automated signature. overtime authorization fora biweekly pay period
Leave approvals must be in accordance with will indicate each employee's name, SSN, date,
paragraph 050105. justification and number of hours to be worked

for a period not in excess of one biweekly pay
020208. Overtime and Compensatory Time period.
Authorizations -_
Ah i 

c. Approval for a Specific
A. Approved written authority for Job. The overtime authorization, including

overthwe, compensatory time, or holiday work justification, will specify the number of
performed must be on an authorization form hours / dollars of overtime to be
used specifically for this purpose. The approved worked/expended during a specific period (not
original copy of the authorization form must be in excess of a fiscal quarter) for a specific organi-
retained in accordance with section 0207. zational component of the activity, for a specific

task.
B. Approval must be granted in

writing before the hours are worked whenever 2. While a timekeeper may
feasible and, when not feasible, as soon as possi- actually record time and attendance entries, the
ble after the work has been performed. If an supervisor's time and attendance certifiction
employee works overtime without prior written attests io the performance of approved work and
approval, the authorization form should state serves as the basis for payment.
that its purpose is to document that fact.

3. Written authorization is
C. In granting such approval, care required for work to be performed on a holiday

must be, taken to distinguish between kxgular except for tours of duty regularly scheduled onl
overtime and irregular or occasional overtime in a holiday, such as for firefighters, law enforce- '

- order to properly determine an employee's ment, and hospital employees.
overtime entitlemient.

020209. Continuation of Pay (COP.I
D. After the time has been worked,

the supervisor must indicate on the overtime A. An employee who sustains a
approval form the anmount and kind (regular or disabling job-related traumatic injury is entitled
irregular) of overtime and compensatory time - to the continuation of regular pay for up to 45
actually worked. If the supervisor who approves calendar days when totally incapacitated. See
the employee's time and attendance does not section t0312 for additional information regarding
have knowledcge.; that the overtime or compensa- COP.
tory time was actually worked, the supervisor
who has such knowledge oust sign the overtime 13. Controls will be established to
form to attest to the time actually worked. ensure that employees do not exceed the 45-day

limit. COP time will be accounted for as fol-
1. Methods of Approval of lows:

Overtime. The following methods for overtime
approval may be used, keeping in mind that 1. Days are counted on a calen-
overtime should be limited to cases of real dar basis. if an employee is charged for COP on
necessity: Friday, he or she will be charged for Saturday

and Sunday. Holidays, weekends, and regular
a. l)a~ly Basis. The over- days off follwing a COP day are counted as

time authorization will indicate each employee's COP days. It I hour is used to see a physician
name, SSN, dat', justification, and number of and 7 houi:i are worked, it is still counted as 1
houts to be worked for a specific day. COP day. The time and attendance source

document will show the actual hours worked in
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order to give an accurate picture of the payments made on behalf of the employee and
employee's work record. adjustments to the deposit fund accounts by the

civilian payroll office.

2. Unless the injury occurs i pc
before the beginning of the workday, time lost 6. The time the employee takes
on the day of injury should be charged to ad- off must be certified by a physician as necessary
ministrative leave. The period to be charged to due to the injury.
COP begins with the first day or shift of disabil-
ity or medical treatment following the date of C. Injured employees are permitted
injury, provided that the absence began within to return to duty with lighter jobs or a modifica-
90 days after the injury. COP should be charged tion of their own job. When an injured employee
for weekends and holidays if the medical evi- returns to duty in an official light-duty status
dence shows the employee was disabled on the within the first 45 days of disability following an
days in question; for example, if the physician injury, each day or portion of a day in light-duty 5
indicates that disability will continue only status will be counted as 1 day of COP. This
through Saturday for an individual who has also includes any day or portion of a day
Saturday and Sunday off, COP will be charged worked while under injury-related work restric-
only through Saturday. tions imposed by a physician.

3. If work stoppage occurs fur 020210. Temp•orary Duty (TDY)
only a portion of a day or shift other than the
date of injury, a full day of COP will be counted A. When an employee is' on TDY, the
against the 45-calendar day entitlement, even hours worked and hours of leave will be record-
though the employee is not entitled to COP for ed on the time and attendance document. All
the entire day or shift. For example, if an em- time actually spent away from the permanent *
ployee who has returned to work must use 3 duty station during the basic workweek will be
hours in order to receive physical therapy for the recorded as time worked or leave taken by the
effects of the injury, he or she is entitled to only employee's permanent duty station. The travel
3 hours of COP even though 1 full calendar day order will support entries on the time and
will be charged against the 45-day limit. If an attendance document for regular time.

V employet' is absent for all or part of the remain-
ing workday, the time loss should be covered by B. When an employee is on extended
leave, leave without pay (LWOP), absence with- TDY (official government-directed travel of 3
out leave (AWOL), etc., as appropriate, since weeks or more in duration), the supervisor may
absence beyond the time needed to obtain the require the employee to submit time and atten-
physical therapy cannot bc charged to COP. dance data. This may be done by telephone,

overnight mail, facsimile machine, or other
4. If the enplkyee is only par- acceptable means Of comuniucdations.

tially disabled following the injury, and contin-
ues to work several hours each workday, each 0203 TIME AND ATTEND)ANCE RECORD-
day or partial day of absence from work is ING
chargeable as a full day of COP against the
45-day period. 020301. Scheduled starting and ending times of

the day for each employee or for groups of
5. Absences, charged to COP and employees shall be established and recorded.

disapproved lDter by the rkpartment of Labor The exact starting and ending times of the day
require conversion to sick or annual leave. If for all absences from duty, except for authorized
sick or annual leave is not available, COP will be lunch periods and absences of full workdays,
converted to LWOP and reimbursements to the shall be recorded each day. The day anGovernment must be for gross earrdngs paid employee's shift begins is designated as the day S
while in a COP status. Refer to section 0803 for of work for night and shift differential purposes.
due process procedures. This collection includes These requirements shall be modified for AWS
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(see subparagraph 020206.B.). The daily starting shall be charged leave or AWOL, for the entire
and ending times for hours worked other than as increment. S
scheduled and for absences of less than a full
day shall be recorded on time and attendance 020306. Daylight Saving Time 4)
reports. These reports shall be supplemented by
such related records in support of pay entitle- A. Civilian employees working on.
ment as DFAS deems appropriate. The require- tour of duty when daylight saving time goes into
ment to record starting and ending times is effect are credited with the actual number of
based on: hours worked on the tour of duty. The hour lost

as a result of the change is charged to annual
A. The need for such information in leave, compensatory tihne used, credit hour used,

determining pay entitlement under certain or leave without pay, whichever is applicable
conditions-for example, leave without pay with the employee's request. Employees may be
before and after a holiday, or leave when night allowed to work I hour beyond the end of their
differential pay is involved, shift.

B. Each employing activity's respon- B. Civilian employees working on a
sibility to keep adequate records for effective and tour of duty when standard time goes into effect
efficient supervision of employees, are credited with the actual number of hours

worked. Any time worked in excess of 8 hours S
020302. Indicated absences shall be initialed or will be paid as overtime and/or compensatory
signed by the employee or supported by an time or recorded as credit hours.
approved application for leave or a flexitime
attendance record that has been initialed by the 0204 TIME AND ATTENDANCE CERTIFI-
employee. A supervisor may require a medical CATION
certificate or other evidence of illness from an S *
employee when granting sick leave. Such certifi- 020401. The certification of time and attendance
cation will be retained by the employing activity is an authorization for the expenditure of Gov-
in accordance with section 0207. ernment funds. Each employee's time and

attendance report shall be certified correct by the

020303, Because most Federal employees are employee's supervisor, acting supervisor, or
paid on an hourly basis (or fraction of an hour) other designated representative authorized to act
and charged leave on that basis, an accurate as an alternate certifier at the end of the pay
record of the times an employee works and is period. Certification shall not ordinarily be
abser,n. must be recorded daily. Employees must made earlier than the last workday of a pay
officially confirm each leave charge, except for period. In some circumstances (such as when a
administrative leave, AWOLcharges, suspension legal holiday falls on a Friday or Monday), it is
or holiday absences, not practical to operate without an early cutoff.

In such cases, additional controls, which shall be
021)304. All leave types are charged to the demonstrated in the system design, shall be in
employee either by whole days, whole hours or place and operating. These controls shall ensure
fractional hours, that any change in attendance or absence certi-

fied by a supervisor that occurs after the cutoff
020•305. Absences of DoDDS educator in the date either is identified and reported before pay

TP pay plan shall be recorded in full or half computation or is reported for the next pay
days. When an educator is required to work computation. For example, a corrected time and
during any portion of a half-day increment, the attendance report shall be completed for any
educator's time shall be recorded in a duty absence after the time and attendance report has
status for the entire half-day increment. Howev- been closed out for the pay period. The employ-
er, an educator who fails to work part of a ce may initial the corrected entry(ies) or submit
scheduled increment for unacceptable reasons an SF 71 for such absence, as appropriate.
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020)402. All time and attendance reports and Provided ithat the data elements itemized inl
other Supporting documents shall be reviewed paragraph 02020)5. are contained in the file. Any
and approved by an authorized official. This related approved supporting documentation or V
official shall be aware of his or her eesponsibili- the data elorininL that would bie coniained in the
ties for ensuring accuracy of the reports and Supporting documentation, including a pprovals,
Shall have knowledge of the time worked and are maintained in computer files. Supporting
absence of emnpioyees toi- -whom approval is docUmnents or computerized files are reviewed
given, by the Supervisor priior to approviog timi. and

attendance datia. A record Of changes Mad(e to a
A. Certification of time and aften- file, once approved by someone other than the

d~ince d(;cumntcis must be Liaseud on knowledg-e original approving official, is generated and Suitt
from personal oiaser'vaiion, from- the timnekeeper, io eithier thle original approving official Or a
from checking datia against other independent designated person other than the one who made
Sources (such as matching starting and ending th e ,na ng es.
times of work against sign-in and sien-out Sheets
or time clock entries), tfromn relance onl other 0l20400. Ceritificatfion ofthetiiiiimeanidattendaniice
internal controls, or a combination of these, report. miay not be delayed for the purpose of
Approving oficials must have a reasonable basis obitaining the employee's initials or- signature for
foi- relying en systeras of internal contlrol to leave when the employee is not available. The
ensure accuracy and legal compliance when they emrployee shall submit a confirming SF 71 upon
do not have prositivc, pe2rsonal knowledge of the returnl 10 duty.
presence aria absence of, or other iniformation
concerning, em1pl)oyeS whose timne and atten- 020404. Linployees may not mnaintain, certify,
dance documents ire being approved. ThiF. basis or approve their own fiime and attendance
mas.'i invllveI periodic testing of internal controls reports,, ex~cupt when it is not practicablel to do 9
to cri.sare that the-y are workinig as in tend ed. other'lwis,; il suchI Instances, the COMpotietit-

head or designee shall grant ai official aulliori-
B. Approvals shall be trlade individu- zatib ) iti writing. The' situationis inl whlich em1-

al for each e mpi t',ee, and a hanrd writtien or plOYeeS May mna iiilll their own1 tillie atl didttelli
alltomr~ia ted s gnla1Lr te L;11 be p r0v idL d ftor each01 dMa te recordings, When i in p la t ica 10 di o a
f ir me and attend ancti reporut, wise, dre as foilItows:

C. A single Isope vFiýo ry s ignatuetre foir A. The em p1loyle is i he Iinieke-eper;
a mu11ti plcempte report may, bLe in adle to
a op rove the ~i oftia 'týta ilt Pi 'ecornd ed for allem ph y- 15. I ;m pl0Yoy iS work flexlbt' litP hours
eeS listed On il(l't report. ihece are, three prereq- outSide thle 1hi rs of the timeckeeper and sUppt'rVi-
uiS'ites (cýr a Sitig'le sint :thle data elementsl." (Ior;
iteirtiZed in paragiapli 020)205, shalt appear ton
tilhe report fijvi.h caniptem i0 

o fsis cit on d'he re-port; C. An t'ploypit yis 't'1 itki tlý; doitne at
511 pjN ,di rigitdoc umntits roq~iai :eu for I lie in ft rma - a ri-e nut Sielste; a ott
lion tnithe reeori snail be reviewed by tile
superivisor; and Ihe supeivislil shall ittitial or I . Eplotltyuels ate base;Ld a!, hut cut'

,sign each page of the report and alsto sI-all eithier freCquentlly away trititi, tile loa~tionl Of their
si-il theLs pag-,o' i n-ptrt or an ,uvvosadtiiecpr;drntowr'n
ap?)proval ctode into anl diututmateit system.i Wanuo.

D. crW compuJ1.teriZed ("pajperh'ss') 'lo protvide. reasonable assurance i llt ci tpiyet's
timec and atilendan(t' system1s in Which time and are, wtik-ing when scheduled, supervisor., canl
attenda nce data is contained in a cttmpu ter tile make tccasionitlleltn al CC10C L- 10t i'iitplt yros
and dis1Played (in I tt'rnlilna, a single aUtotneteil during the Iivw lit, "ev arte schedulutd lto wvtr! anld
Code mi-ay Ihe enltere'd I y the' superVisor' L) aip- canl oeternlitot tie las ilta 1 tn tWOi'k 01tulpul.
prove the information cttntaint'd in the file ito thle timei Spent.
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0201405. When it is not practical for the super- normal time and attendance are input to the
visor to approve a time and attendance record payroll system. If an employee works a sched- S
prior to the receipt of supporting documents, the uled tour of duty, no input is necessary. How-
employee may be paid and a subsequent review ever, a time and attendance record shall be
performed of the documents by the supervisor, maintained for each employee regardless of
Exceptions to the general prohibition of employ- which method of reporting is used.
ees approving their own time and attendance
recordings are intended to apply only when it is 0211502. When an exception report is appropri- •
not feasible for employees described to have ate, transmission may be by messenger, mail,
their time and attendance report approved by a teletype, telephone, or electronic means, so long
supervisor. These exceptions are: as adequate controls and audit trails are in place

and operating, For example, a listing of leave
A. Employees who work flexible and other absences taken by employees during

hours outside the hours of the timekeeper and the pay period could be prepared and forwarded •
supervisor; to the appropriate supervisor for review and

comparison to time and attendance reports.
B. An employee is working alone at These controls and audit trails shall ensure that

a remote site; all exception reports are received and processed
and that every employee of the employing

C. Employees are based at, but fre- activity covered by the exception-reporting l
quently away from, the location of their supervi- techniques is accounted for.
sors and timekeepers during working hours; and

021)503. In the absence of time and attendance
D. The employee is head of an orga- data for an employee, the civilian payroll sytem

nization within an agency who has no supervisor will generate a charge against the employee's
on site. annual leave balance. If the annual leave bal- S

ance is not sufficient to support the employee's
(,21)406. Employees will sign or initial their time regularly scheduled tour of duty, the remainder
and attendance reports to verify accuracy of the will be charged as shown in Table 5-2. The
entries whenever it is practical to have them do employee's pay and leave record will be conrrct-
so. (This verification does not constitute super- ed upon submission of a corrected lime and
visory approval of the reports, which must still attendance report.1w made). When not practical:

(1216 ADJUSTMENTS AND CORRECTIONS

SA. A copy of the time and attendance
rtel-oi for each employee or an LES must be 1)2(16{11 . Current l'eriod Correct inns. ''i1mCkee p-

provide'd to tile employee, promptly; and ers will correct errors in data as discussed in
subparagraph tt20)102.C.3.d.

13. Enployees must review the replrt
and disclose any discrepancies to supervisors, 020602. Prior Period Adjustments. If the timeo
and the supervisors must resolve such discrepan- and attendance for the current pay period ha;
ties promptly. Iten processed and a change is required, certi-

fied adjusted time and attendance data will be
1)205 TIME AND ATTENDANCE REPORT- input to the payroll system or forwarded to the S
INC civilian payroll office via the liaison otfice. i he

adjustment will be included in the employee's
021)1,11. Time and attendance data may be pay for the pay period following receipt.
transmitted by using positive reporting, excep-
tion reporting, or a combination of both. Under 021603. Electronic corrections for current period
positive reporting, time and attendance data are correctionrs and prior period adjustment.s will be P
input to the payroll system for each employee, made in accordance with the payroll system's
Under exci-ption reporting, only changes to users manual.
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0207 RETENTION OF RECORDS

020701. Employing activities shall establish a
uniform practice to be followed as to the loca-
tions at which the time and attendance reports
and related supporting documentation are to be
maintained. Time and attendance reports,
together with approved applications for leave,
overtime approvals, military orders, jury duty
certification, etc., may be retained at the time-
keepers' offices, or sent to a designated storage
location.

020702. Sufficient 'nternal controls shall be
established to prevent unauthorized changes to
completed time and attendance reports, regard-
less of where they are retained.

020703. Time and attendance reports and all
other payroll records shall be kept in accordance
with records retention requirements as explained
;i the General Records Schedule 2 (reference (g)),
This schedule requires time and attendance
reports and other supporting documents to be
kept available for audit or for 6 years, whichever
occurs first.

0208 LABOR DISTRIBUTION

020801. Interface with Cost Accounting Sys-
terns. Civilian payroll systems shall interface
with cost accounting systems, if established, to
ensure payroll labor costs are distributed and
charged to appropriate cost centers. Organiza-
tions that operate a formal cost accounting
system shall ensure that costs are reconciled to
the labor distribution processes no less frequent-
ly than monthly.
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CHAFPER 03

PAY ADMINISTRATION

0301 GENERAL PROVISIONS stateside duties shall not be paid any foreign
area allowances, regardless of authorizing docu-

030101. Payroll Computation ments. In this example, the civilian personnel

office that issued such entitlement document%
A. Payroll computations shall be shall be requested to clarify and/or correct these

based on authorized entitlements and in accor- documents.
dance with FPM Supplement 990-2, Books 550
and 610 (reference (k)) and 5 C.F.R. 530, 531, 532, E. The pay computation shall be
534, 550, 551, 572, 581, 591, 595, 610 and 630 accomplished as soon as possible after the close
(reference (1)). These entitlements shall be of the pay period.
evidenced by an SF 50 or other approved docu-
ments, and a time and attendance report for days F. Pay computations shall he based
actually worked and any leave actually taken on the completed time and attendance record
during the period, maintained for each employee.

B. Documents supporting entries G. Adequate channels of commu-
made in the pay, leave, and allowance records nication shall exist between civilian pay, person-
shall consist of SFs 50 and other personnel nel, and liaison offices to en-sure that all entitle-
documents; certified copies of travel orders; time ment information is considered in each pay
and attendance reports, including any necessary computation. At least every 4 months, personnel
supporting documents such as sign-in and and pay data shall be reconciled and discrepan-I *
sign-out registers or SFs 71; authorizations or ap- cies corrected promptly. The functional area that
provals of overtime when required separately entered the incorrect data shall have primary
from time and attendance reports; pay adjust- responsibility for reconciling discrepancies in
ment authorizations; and similar official records, common data. Also see paragraph 010407.

C. Source documents need not be 030102. Notification of Chang'es to Pay. Notifi-
transmitted to the civilian payroll office provided cation of changes in pay is the responsibility of
the pay entitlement data in such documents are the civilian personnel office servicing the ema-
transmitted to the civilian payroll office and ployee. The civilian payroll office shall adequate-
controlled by feedback to ensure consideration of ly inform each employee in wrIting as to the
that data in the pay computation process; con- nature and amount of the changes in gross pay
trols are established to ensure that all data which from one pay period to the next. This informa-
should be transmitted are transmitted; and tion may be disclosed on an LES in lieu of a
source documents and transmittal and control separate written advisory. This information shall
evidence are retained for audit in accordance be in sufficient detail to show total pay, allow-
with the General Records Schedule 2 (reference ances, deductions, and net pay.
(g)).

030103. Statutory Ceilings on Compensation
D. Civiliain payroll personnel shall

ensure that payroll data are complete, correct, A. Limitations on Premium Pay
and accurate. Specifically, civilian payroll office
personnel shall ensure that an employee's com- 1. Except as explained below,
pensation is consistent with grade, position premium pay (night pay, compensatory pay,
classification and other individual entitlements overtime pay, premium pay on an annual basis, S
(retained grade and pay), and employment and pay for Sunday and holiday work), in
location. For example, an employee assigned to combination wilh basic pay, may not cause the
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total for any pay period for General Schedule the beginning of the next calendar year. If an
(GS) employees to exceed the maximum late employee separates from tile Federal service, the
payable for GS-15. No premium payments or entire excess amount is payable following a 30-
compensatory time may be granted to all em- day break in service.
ployee whose rate of basic pay is greater than
the maximum rate for GS-15 (5 U.S.C. 5547(a) 2. The aggregate limitation on
(reference (b)) and 5 C.F.R. 550.105 (reference (I)). pay applies to basic pay, allowances, differen-
Computation of the biweekly statutory pay limit tials, bonuses, awards, and other similar cash
for 32 U.S.C. (reference (m)) technicians does not payments made under 5 U.S.C. 5547 (reference
include compensatory time worked. Section 709 (b)). Some of these payments are made on a one-
of 32 U.S.C. (reference (im)) precludes National time basis, and some are paid at thie same time
Guard technicians from being paid overtime; and in the same manner as basic pay. The
therefore, compensatory time is a use-or-lose FEPCA (reference (e)) classifies these payments
type of leave and will noi be paid in kind. as "continuing" and "noneontinuing payments"

respectively.
2. The biweekly limitation described

in subparagraph 0301t)3.A.I. does nrot apply to 3. Under the FEPCA (refelrence
employees who are paid premium pay for work (e)), an agency may not authorize any discretion-
in connection with an emergency that involves a ary continuing payment that would cause the
direct threat to life or property. In such situa- total of all continuing payments at any time to
lions, tile total basic pay and premium pay for exceed tile rate payable fill Level I of the Execu.
most GS employees is limited to tile annual rate live Schedule (5 C.F.R. 530).20)3(c)) (reference (1)).
for GS-15, step 10, for tile calendar year. This Examples of discretionary continuing payments
limit may include locality-baJ::ed cLomparability or include retention allowances, supervisory differ..
special salary rates. For GS employees receiving entials, and physicians comparability allowances.
a geographic adjustment, the Supplementary Nondiscretionary continuing payments (e.g., I O
Salary table will be followed to determine tile basic pay, locality-based comparability payments
GS-IS, step Itt rate. Also, employees in occupa, or interim geographic adjustmenls, cost O•f living
tions and/or locationrs fior which a special rate allowances, post differentials, and remnole work
has been established for GS-15 are subject to a site allowances) are, not subject to this regulalory
biweekly limitation equal to the special rate for restriction.
GS-15, step 10.

4. Finally, the FBI'CA (reference
B. Agg regate I.imiiation on Pay (e)) provide:; that nondiscrelit)nary continuing

payments may riot be discontinued 0i deterred
1. hlie FEI'CA (reference (e)) for any period of time in order to make a contin-

and 5 C.1.I,. 530 Subpart B (n'fe retce (I)) Usa1b- uing payinent or diiscretionary ctntinuing pay-
lished a new aggr'gate liimitiatio toi pay. This ni ent that would otherwis' cause an e inpltyce's
limitation applies to ntitbceb, uof the Sc ohiOr pay to exceed a ny Of the lilntitat inns in the:;e
Executive Service (SES) who previously were iegulations,. The FEPCA (reference (e)) also
covered by an aggregate limitation that was establishes an order of pncedeoce for noutddiSco'-
applied on a fiscal year basit, under 5 U.S.C. tionary continuing payments and any authorized
5383(b)(1) (reference (b)), as well as to 1n114t other physicians comparability allowance when tIhe
Federal employees. Under 5 U.S.C. 53017 (refer total of such payments exceeds tile I-ate then
ence (b)), a coveŽ.Jd employee may not ,eceive payable for Level I of the Executive Schedule (5
any allowance, differential, bonus, award, or C.F.R. 53(1.2103 (e) and (f)) (reference (I)).
other payment in any calendar year to the extent
such payment, in cotbin;thion with the 0301114. Multiple Appointments. An employee
employee's basic pay, would exceed the rate shall not be entitled to receive pay from more
payable for Level I of the Executive Schedule at than one position for more than an aggregate of
the end of that calendar year. Anounts in 401 huturs oif work in onee calendar week (Sunday
excess of that amount generally will be paid at through Saturday) (5 U.S.C. 5533a (reference (b)).
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Generally, there is no restriction on the number b. A day's pay is one-
of appointments which a person may hold, only thirtieth of a month's pay; _
upon the number of hours for which the person
may be paid. tin individual may be given more c. The 31st day of a calen-
than one sinuitaneous part-time or intermittent dar month is ignored in computing pay, except
appointment, or an employee on leave with pay that 1 day's pay is forfeited for I day's unautho-
mayacreptanother Federal appointment, so long rized absence on the 31st day ot a calendar
as pay is not received foi more than 40 hours a month; -
w';ek (unless the employee is regularly paid for
more tha, 40 hours a week under an authorized d. For each day of the
alternative work schedule) or from two sources month elapsing before entering on duty, 1 day's
for the same hours. Civilian personnel offices pay is deducted from the first month's pay of the
will notify civilian payroll offices of multiple individual.
appointments via an SF 51). 5

D. Inter.im Geographic Adjustment
0302 BASIC PAY Under 5 C.F.R. 531.101 (reference (I)), an interim

geographic adjustment of 8 percent is authorized
030201, General Schedule (GS) Employees for the Consolidated Metropolitan Statistical

Areas kCMSA).
A. Basic Pay. Generally, basic pay for 5

these ernpk.yees means the rate of pay set by the '. An employee in one of the
law or an adioinislrative action for the jot) held three CVISAs paid according to the General
before any deductions or additional pay of any Schedule will be entitled to an adjustment of 8

kind .
p ercm nt.

U. Pay Conipatation. Computatiomsn, 2. The interim geographic m
will be based on the rotes contained in the OPM adjustment for an employee in one of the three
salary tabhIs. CMSAs, receiving a special salary rate under 5

C.F.R. Part 530 (reference (1)), or a local special
C. _ _asic Rate_ _ salary rate will tecive the greater of the CS rale

hi f basic pay ntril tipli'd by 1.08, or the special
1, 1'he hourly ibasi Wit' is salary raltc.

deiived by dividing tlhv annual rate by 2,0),7
with the result adjusted to the nearest cent, 3. The statute provides that
counting one-half cent and over as a whole cent. adjusted rates of pay will be considered basic

pay for prtI'ptpses of computing retirement de-
2. The biweekly rate is dferived ductions and benefits, life insurance premiums

by iultipAlying the hourly rate by 80. aCd benOenfits,, advances ol pay, and premium pay.
tue adjusted rates also will be considered basic

3. A daily V'ilI is derived by pay for the purpose of compputing an employee's
multiplying the huor)ly basic rate by the nUmiber entitlement to s;verancet pay.
of daily hiwues of servie.,

4. Administration of Adjusted
4, F~or einphlyves whose pay is Rik:', of Pay

monthly or covers one caiCndar 10n11th J-ai,
under the provisions of 5 u.{;.( 5505i (rifc..'e a. When an emnploytee's
(b)), the following rules fo;' dlvisioh 4,i tinn," .id official duty station is changeed from a location
computation of pay govir'n: not in an interim geographic adjustment area to

a Incaiin in art interim getographic adjustment
a. A ,nollth's pay ik. or1- arca, ptayrent .4 the adjusted rate of pay beginis

tweiilh of a yeae's pay, on Ow- efGdiv., date of the change in official
dut.V shid oi•ll.
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b. Entitlement to an adJust- and 16 percent for GS, SES, and set-dor-level
ed rate of pay terminates on the date an employ- LE~s whose official duty station,; are in one of
ee's official duty station is no longer located in eight designated areas. These special pay adjust- 4
an interim geographic adjustment area; an em- ments are considered basic pay for re'irerneiat,
ployee moves to a position not covered by an life insurance, premium pay, severance pay,
interim geographic adjustment; ain employee workers' compensation purposes, and for ad-
separates from Federal service; or ail employee's vances in pay. For grades GS-3 through GS-10
local special salary rate exceeds his or her adjust- only, thle rates of basic pay must be uscd for all
ed rate of pay. other pay administration purposes, except as

provided in 5 C.F.R. 531.203(d)(2)(vi) (reference
C. Anl adjusted rate of pay (1)). For all other grades, the rates of basic pay

is paid only for those hours anl employee is in a in the General Schedule must be used for all
pay status. other pay administration purposes. Under 5

U.S.C. 5304(g)(1) (reference (b)), the LEO special
d. An adjusted rate of pay pay adjustment, when added to the unmployers,

shall lie adjusted as of the effective date of any rate of basic pay under the General Schiedule,
change in tile applicable sche~duled rate iii pay. may not exceed fihe rate for- level I\V of the

Executive Schedule.
V. Anl adjusted rate of pay

is included in azi employee's "total remuneration" G. Locality-liased Conw~pilty J
as defined in 5 C.F.l(. 551.511(b) (reference (1)) mienis. Tihe FLPCA (reference (e)) authorizes thle
and 'straight time rate of pay" as defined in 5 payment of locality pay fur GS emiployees and
C.F.R. 551.512(b) (reference (1)) for thle puirpose of certain other categories of positicons in 28 locality
computations unider 29) U.S.C., Sections 201-219 pay areas. Locality pay is considered bMasc Pay
(reference (ni)), as amended. for retirement, life insurance, premtium pay, *

advance pay, severance pay, lumip-sumi leave
f. Payment of, or anl in- and workers,'compenisation purposes. IEligibility

crease in, anl adjusted rate of pay is not anl is based onl where anl employee works, not
equivalent increase in pay within thle meaning of' where ho or she lives. Locality pay does not
59 U.S.C. 5335 (reference (b)). transfer with anl employee from Oone pay zo~ne to

another. Emaployees shall receive whatever rate
g. Termination of anl ad- oif pay applies at his or her new duly station.

justed rate of pay wider subparagraph Employees onl temporary assignment in a diffe'r-
0.31)201)D.4.1b, is not anl adversec action, eot pay zone shall continuing receiving their11

current salary. Locality pay does naot ap~ply
E. Special I figher Minimumi Rates for overseas, nor iii Alaska Or I lawa ii.

I ,aw l'nfarc.meni Officers (1 P.0) at Grades (;S-3
Sh ro uaz G S- 10. Svctlion 403 of' I E'CA (referti ce U,10202. Em ipl a vees U odet' tli Pc ''rfona ain nCC

(e)) provides tiOs at grades CGM-3 through GS- k) Management and Ktacaagiitioia Syst ina (I'M RS)
worldwide qpecial salary rates, beginning in
January 1992. A special salary table numbaer 491 A. On September .30, 1993, I'.I .. 11)3-
authorized by Section 403 aif FEPCA, P.L. 101 -5f09 89, P'erformance Management and Recognition
(reference (e)), as amended by PL. 10)2-378 is System Tlerimination Act of' 1993 (referencee (c)),
published by ()I'M. L.E(_s are entitled to recvive was enacted and terminated the l'MRS on Ucita-
theC higher aOf SpeCia rates under Section 401 Of ber 31, 1993. '[he provisions of this law a pply to
Fl',PCA or special salary rates under 5 U.: .C. d1! emnployees who were covered by l'MIRS i
53V)5 (reference (b)). October 31, 1993, and provide bar the transaitlion

of formner I'MRS ernpoi PIaea.s inio thira i age iwy's
F. SMecial Pav Adiustmient for L~aw Perfoarmance Management Systam andL thel CS

FEnfaorceunenat (Wijci'p; (1,F haO in Seiectd Gee- pay plan, with its w ithin-grada' increasas and
straphic Areas. Sectionl 404 Of V)-`PA (r' areaiavnc wilttug, perioads. It alsoa permits .. gia'neies toa pay
(c)) establishes special 141y adjU1tlstr-c11s ol 4 8,

-- ------------------- -
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current rates of pay, as adjusted by the 1993 final in General Schedule rates under the provisions
merit increases, of 5 J.S.C. 5305 (reference (b)).

B. in order to identify all employees 030204, Senior Level Positions
who are covered by the provisions of this law,
OPM decided to retain the GM pay plan code. A. Definition. Senior Level positions,
The step for all employees using the GM pay establil-hed by Section 102 of the FEPCA (refer-
plan code will continue to be "00". ence (e)). are non-SES positions formerly classi-

fied at GS-16, 17, and 18. These positions do not
C. All GS employees, including those include administrative law judges and board of

still designated GM after October 31, 1993, will contract appeals positiorms which have their own
be eligible for within-grade increases according pay schedules.
to the waiting periods established in statute. The
last PMRS merit increase received, including one B. Rdat ofPa, These positions are
for zero dollars, is an equivalent increase for the paid under 5 IJS.C. 5376 (reference (b)), which
purpose of calculating and completing the pre- establishes tlhe minimum rate of basic pay at 120
scribed waiting periods. Within-grade increases percent of GS-15, step 1 and the maximum rate
have the dollar value of one-ninth of the pay equal It Level IV of the Executive Schedule.
range and employees will have that increase There are no grades or steps under 5 U.S.C. 5376
added to their basic pay rate (including an off- (ieference (b)). Therefore, employees may be
step rate) upon completion of the appropriate paid at any vate between the minimum and
waiting period, provided performance has been maximum rates.
at an acceptable level of competence.

030205. Scientific and Professional EImployees
D. Promotion, change to a lower

grade, a break in service of mnore than 3 days, A. Definition. Scientific and prof- s-
transfer io another non-DoD agency, or reassign- sional employees are those in positions above
ment to a nonsupervisory or nonmanagement GS-15 who axe enitaged in research and develop-
position will end an employee's coverage under ment positions established under 5 U.S.C. 3104
P.L. 103-89 (reference (e)). At that time, the ema- (reference (b)) and Section 102 (of the EI-'CA
ployec's rate of basic pay will be adjusted to the (reference (e)).
designated GS step rate that meets or exceeds
the current rate of pay, not to exceed step 10, B. Rate of lay. These posilions are

paid under 5 U.S.C. 5376 (reference (b)), which
030203. SS Employees establishes the minimunm rate of basic pay at 120percent of GS-15, step I and the maximum rate

A. Definition. In accordance with 5 equal to [..vel IV of the Executive Schedule.
U.S.C. 5381-5385 (reference (b)), SES employees There are no grades or steps undier 5 U.S.C. 5376
are in positions in the Executive Branch which (reference (b)); therefore, employees may be paid
were formerly classified at GS-16, 17, and 18, at any rate between the minimum and maximum
and Executive Levels IV or V (or their equiva- rates,
lents) which do not require Senate confirmation.
Nons'upervisory positions are not covered unless 030206. Executive Schedule Employees
they carry Sigilifialldi policy-malkinlig rVeSpnSib(l•-
ties. A. D.efinition. The Executive Sched-

ule, defined in 5 U.S.C. 5311-5318 (reference (b)),
B. Rate of Pay. There are six rates of is divided into five pay levels and is the basic

basic pay for SES employees. The minimum rate pay schedule for senior management positions
of basic pay is 120 percent of GS-15, step I and described in those sections. SI'S positions are
the maximum rate is Level IV of the Executi~w not included.
Schedule. These rates are adjusted by the l'resi-
dent when comparability adjustments are made
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13. Rate of Pay. The Late of pay is U;.S.C. 5541 (reference (bi)), maY be paid premi-
contained in the OPM annual salary tables. unt pay as authorized by 15 U.S.C. 5542,

5545(a)-(c), and 5546(a) and (b) (reference (b))
0130207. Federal Wage System (FWS) Emnployves 'orti to the extent that the pay does not cause the

aggreigate rate oft pay' toi tinY pay period to
A. Definition. Ani FWS employee exceed the maximum applicable rate for a CS-IS.

means an individual who is in a recognized Premium pay cacinoi be paid it) any GS employ-
trade or craft, or other skilled mechanical craft, (e whose basic rate Of paly equals; or xceeds thel
or in an unskilled, semiskilled or skilled manual maximum applicable rate for grade GS-15.
labor occupation. Also included is any other Premium pay may be paid to an employee
individual, inciuding a foreman or a super-visor, w~hose basic ratc Is less than the maximum
in a' position having trade, craft or laboring applicable rate of GS-15 only to the extent that
experience and knowledge as i paramount the payment does not cause the total rate of pay
requirvnment. These positions art' commonly for any pay period to exceed the maximum
referred to as blue collar, wage grade, or wag'ý applicable rate for GS-15. The maximum rate
board. For consistency, the term _FNS will be does not apply to nuinexempt CS employeeF. See
used throughout this Volurnie. Pay for these paragraph 0)30302.13. Hazard pay is excluded
position,; is based on the prevailing rates in an from this limitation, SES employees, are not
area. See Appendix A to Subpart B of Part 532 entitled to premium pay under any circumstanc->1of 5 C.F.R. (reference (1)). FWS5 employees are es~ TP pay plan employee., are excluded fromhourly rate employees who receive annual wage Title 5 (reference (b)) lpremiumi pay provinons.
adjustments ba~sed on a review of comparability
pay by wage area. Each area pay scale is divid- 0Y3031?. OvertinePay. Each emrploying activity
ed into S pazis or chisses: WC (wage grade shall be respcinsible for controlling overtime.
employee); WL (waý.,e !eader employee); WS Supervisors shall ensure that overtiime worked is *
(wagewspervisor); WD (nonsupervisory employ- covered by funds tangeuied foi- their e~mploying,
"es cr:"ered Vy the production facilitating pay activity. Approval Or disapproval )f overtime

IOIIplan); and WN (suporvisory employees covered shall be consistent wvith thle Deputy Sec~vtary of
by the production facilitating pay plan). De-fense's memorandum- (reference (o)), The

Cvillajn pa v 0 l o fliee shall1 pay ooly, a pproved

0. at ofPa."he rates are adjust- overtimne as cortified on toe tinoe anl at h.r~da fleeed from tirw it) time for comparable work report. Normally, ajPP10" at to work omertiictwithin a loical %vag:- area. Basic pay for FWS em- shall bhe made in ~vritkio, iii advance o4 pitrfirm-plimyces mf.v;n the scheduled rate of pay plus inig the Work.
any night Kitor environmental differential.

A. lI itlc 5 (M-Hr ito
0103 PREMIUM PAY

I . 1i1'u1LIJIV SCheduued. blIV1
')303tW 1. "remiuni pay consists of certain types Supplement 1:lt0-t2. Book 5.90, SUkb.2p:jti

in -1irgrph ýA30.;night pay-, holioay t1 i for paY for ovurti-oo. Reg ular overtime vwo rk nieans,

frsadydt;Sunday pay; annual premium beg~inning Of alt emloees eglart', JI s'dUled
ul o rglrl c edu- shin 3by duty; annu- W"iitrzjve orkwi'ek. i-0 eaif h1 GS npi

o IpienI im ayfcaadmrlinist ra ively uncontrolla.- whIir;I ao i -rt eI!p a). di. o, t i k .! V IIt, 1 oi fl.IIu r-
He vokenvironmental r-ý ý cor FWS employ- applicable rak te r a ( '-ilt the ,vertinir horurly
CL.S: and hazard pay ýCr (-r 'AlitoyemS. F~ates rate i!; one ind on, -i-alf tij,~ t.i,
a~nd a Uthorization. for these . ritius pays are ho14Urly '-a[A. of ptv. lou eaIch CIS tnu tovee

onutained in the FPM Supplen'ont 9911-2, Chip- loic I ralm ,14k)t of L1')ýk' tsh fO ' : _!J.; ý- i -tii Itf I LS
ters .5501 nd t)';) (refetence (k)) and 5 U.S.C appliucati rat; fi W2(3H, il-, i, eriotic ioudly
5343, 5542, 5544, 9545, 5546a, 5547, and 5941) rate- is one ar;j1 iont'-Th, thins Wi' thia 1rlv if
2(refenrence (b)). Ft. iloyces, as defined bv 5 t-asic 1i,. at the orirfin t tfatpllan ra`tv tlo a
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GS-10 (5 U.S.C, 5542) (reference (b)). Regular receiving annual premium pay for regularly
overtime is authorized for full-time, part-time, scheduled standby duty (5 U.S.C. 5545(c)(1))
and intermittent GS employees. (reference (b)) or annual premium pay for AUO

work (5 U.S.C. 5545(c)(2) (reference (b)); 5 U.S.C.
2. Irregular/Occasional. Irregu- 5544(a) (reference (b)) for FWS employees). Such

lar or occasional overtime work is overtime work hours are considered overtime hours under the
that is not part of an employee's regularly sched- FLSA (reference (n)) regardless of the total p
uled administrative workweek, number of hours of work in the workweek. For

example, an employee who works 10 hours on
B. FLSA (Nonexempt Employees) the 1st day of the workweek and is on LWOP for

the remainder of the workweek is entitled to 2
1. For employees paid under 29 hours of overtime pay under FLSA (reference

U.S.C. 201-219 (PLSA) (reference (n)), entitlement (n)), even though the employee has worked a p
to overtime compensation is determined by total of only 10 hours in the workweek.
calculation of an "nourly regular rate." The
"hourly regular rate" of pay for all "nonexempt" C. Excluded Employees. SES em-
employees is computed by adding all includable ployees are excluded from premium pay by 5
payments for the week, and then dividing by the U.S.C. 5541 (reference (b)). Certain GS and all
total hours of work and paid leave. The DoD Executive Schedule employees ar, also excluded
shall compensate an employee who is nonex- since, under the provisions of 5 U.S.C. 5547
empt under the provisions of 5 C.F.R. 551.101 (reference (b)), premium pay may be paid only
(reference (1)) for all hours of work in excess of to the extent that payment does not cause aggre-
8 a day or 40 in a workweek at a rate equal to gate pay to exceed the maximum rate for GS-15.
one and one-half times the employee's hourly National Guard technicians are not entitled to
regular rate of pay, premium pay for overtime. Instead, they may

earn compensatory time. They are entitled to
2. Under Section 210 of the holiday premium pay if the holiday or the day

FEPCA (reference (e)), effective on May 4, 1991, on which the holiday is observed is worked as
overtime pay computations for nonexempt part of the basic 40-hour workweek. Otherwise,
employees must be m'ade solely in accordance copenatory time is earned for the actual hours
with the FLSA (reterence (n)) regulations in 5 worked.
C.F.R. 551 (reference (1)), as amended. Agencies
are no longer required to compare overtime pay D. Callback Overtime. A minimum
entitlements for nonexempt employees under 5 of 2 hours of overtime will be paid if an employ-
C.F.R. 550 and 551 (reference (I)) and pay which- ee is required to return to the place of employ-
ever amount is greater. However, e('ntitit-cnL'ts nwnt for unscheduled overtime work or to work
arising prior to May I, 1493, muwi still lx calcu- unscheduled overtime on a nonscheduled work-
lated using the previous rules. Nonexempt day. If the callback occurs on a holiday during

employees continue to be covered by the other the employee's regular schedule, a minimum of
premium pay provisions of 5 U.S.C., Subchapter 2 hours holiday premium pay will be paid.
V (reference (h)), for night, Sunday, or holiday When an FLSA nonexempt employee performs
and annual premium pay for regularly schcd- unscheduled overtime work on a day when

y to utant1 ta vulvey unctolIr'l- ,,lk asd Illei dS-ituuled fr thie enploye,, or -M
lable overtime (AUO) work. which the employee is required to return to the

place of employment, the employee is paid for 2
3. According to 5 U.S.C. 5544(a) hours of work or the actual number of hours

(reference (b)), as amended by Section 521) of f'.L. worked, whichever is greater. In all cases, the
101-509 (reference (e)), hours of work (as defined actual time worked will be recorded.
in 5 U.S.C. 5542) (reference (b)) in excess of 8
hours in a day anr deemed to be overtime hours E. Conpensatory 'rime
for the purposes of S"ection 7 of the FLSA (21)
U.S.C. 2017) (reference (n)), if 1h. employee is not
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t 1. Compensatory time worked occasional or irregular overtime work. They
Must te approved in advance in writing and may not earn compensatory time for regularly
acdministered in accordance with paragraph scheduled overtime. Compensatory time cannot
020)208. Compensatory time may not be earned be earned for holiday work.
when payment 'of the extra hours at overtime
rates would be improper, as in the case of em- 5. Compensatory time off must

ployees whose pay for any period is limited to be granted to an exempt employee within a
the maximum rate payable for a GS-15 (26 reasonable time after the overtime is worked.
Comp. Gen. 750 (1947)) (reference (p)). Compen- The limit for the use of compensatory time off is
satory time which may b! earned by an employ- the end of the 26th pay period after that in
ce in any one pay period is limited to the num- which the overtime was worked. The unused
ber of hours for which there would otherwise be compensatory time worked will then be paid at
an entitlement to overtime compensation before the overtime rate at which it was earned. p
reaching the limitation nn total pay period
earnings (37 Comp. Gen 362) (reference (p)). The 6. Upon request of a nonexempt
granting of compensatory time off in lieu of c aployce, an employing activity may grant
overtime pay under 5 U.S.C. 5542 (reference (b)) compensatory time off from a scheduled tour of
is not to be administered in opposition to the duty instead of payment under FLSA for an
overtime pay requirements of the FLSA (refer- equal amount of time spent in irregular or
,nc. (n)). For instructions on compensatory time occasional overtime work, i.e., overtime work not
off for nonexempt employees, see FPM Letter scheduled in advance of the employee's work-
551-6 (reference (q)) and FPM Letter 551-24 week. However, if an employee fails to use
(reference (q)). compensatory time before the expiration of the

established time period, the employee shall be
2. GS employees are eligible for paid for the overtime work at the FLSA overtime I * -

compensatory time off from their scheduled tour rate in effect at the time it was worked. Comn-
of duty instead of payment for an equal amount penrsatory time off may not be granted to a FWS
ot time spent in irregular or occasional overtime employee except as discussed in subparagraph
work. Those employees whose basic rate of 030302,E.9. See FPM Letter 551-24 (reference
compensation exceeds the maximum applicable (q)).
rate for grade GS-10 may be required by their 5
employing activity to take compensatory time off 7. Upon reqk -st, the employing
instead of overtime pay. Nonexempt employees activity may also grant compensatory time off to
may not be required to take compensatory time a nonexempt employee on a flexible work sched-
oft instead of being paid overtime pay unless ule under 5 U.S.C. 6122 (reference (b)) instead of
they request it. See FPM Letter 551-24 (reference payment under FLSA for an equal amount of
(1) time spent in *00. ce work, without regard to S

whether the overtime work was irregular or
3. Compcnsatory time worked occasional in nature.

cannot be credited to an employee whose basic
rate ol pay equals or exceeds the maximum rate 8. GS employees on flexible or
for grade GS-15. Compensatory time worked in compressed schedules may earn compensatory
a pav period may be credited to an employee rime orf.
wnose basic rate is less than the maximum rate
,t (-,S-15 only to the extent that the monetary 9. FWS employees on flexible

valui, of the compensatory time worked does not schedules may earn compensatory time off (FPM
LJuse the total rate of pay for that pay period to Supplement 532-1, Subchapter S8 4) (reference
c,,, hei th, mximum applicable rate for GS-15. (r)).

4. Exempt GS employees may 1i). When a (;G employee takes
lost, to earn compensatory time in place of compewsat•ry time off during his or her sched-

r-avien,•t for an 'Lludl amo0.unt of time spent in uled tour of duty which includes night pay, the
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employee is still entitled to night pay for that cent and over as a whole cent. The hours
time if the employee's scheduled tour of duty is worked must be part of the regular tour. An
between 6 p~m. and 6 a.m. and the employee's employee is entitled to a night differential for a
leave total is less than 8 hours in a pay period, period of paid leave only when the total amount

of that leave in a pay period, including both
11. Compensatory time off may night and day hours, is less than 8 hours.

be granted before annual leave is approved Exceptions to this rule are employees on court
except when annual leave would otherwise be leave, military leave including leave for law 3
forfeited. enforcement and encampment purposes, I toliday

leave, administrative leave, and time off awards.
12. When an employee separates, Employees in an official travel status and on

dies, or transfers to another employing activity, 1 OP are entitled to night differential. They get
the losing activity shall pay for any unused night differential no matter how long they are on
compensatory time balances. The balance shall leave (5 C.F.R. 550.121-122) (reference (I)) and
be paid at the overtime rate in effect when the (FPM Supplement 990-2, Book 550) (reference
compensatory time was earned. (k)). Night differential is payable for overtinie

work between the hours of 6 p.m. and 6 a.m. if
F. Time Off for Religious Reasons. the overtime is regularly scheduled in advance

Employees may earn compensatory time off for of the administralive workweek.
religious observances, under provisions of 5 p
U.S.C. 5550a (reference (b)). Time off for reli- B. FWS Employees. Under 5 U.S.C.
gious reasons will be recorded in a special leave 5343(f (reference (b)), FWS employees will
account and may be worked either before or receive shift differential at the rate of 7.5 percent
after the period of time off. Advance time off of their hourly rate for nonovertime work when
for religious reasons should be repaid within a a majority of scheduled hours occur between 3
reasonable time. Any time-off balance will not p.m. and midnight; or 10 percent of their hourly p
transfer. When an employee separates, dies, or rate for nonovertime work when the majority of
transfers to another employing activity, any scheduled hours occur between 11 p.m. and 8
unused time-off balance will be paid, by the a.m. (see FPM Supplement 532-1, paragraph SS-
losing activity, at the basic hourly rate in effect 4c) (reference (r)). An employee may be paid
when the time was worked. If the employee has shift differential only when 5 or more hours of
an unliquidated advance time-off balance at the the regularly scheduled 8-hour shift (including
time of separation, death or transfeir, an indebt- meal periods) occur during the hours specified.
edness is created. See paragraph 080309. for See 53 Comp. Gen. 814 (1974) (referen,.e (p)).
liquidation of this indebtedness. Compensatory Shift differential is also payable when an em-
overtime worked in this manner is exempt from ployee is:
maximum pay limitations and all other provi-
sions of overtime and premium pay contained in 1. F.xcused from duty on a S
5 U.S.C., Chapter 55, Subchapter V (reference holiday.
(b)), 5 C.F.R. 550.1001-1002 (reference (I)), and 29
U.S.C. 207 (reference (n)). 2. In an official travel status

during the hours of the regular shift.
t)30303. Night and Shift Differential

3. On paid leave s•oc• as. court
A. CS Employees. Under 5 U.S.C. leave, military leave, holiday leave, (01', and

5545(a) (reference (b)), night differential, at a rate administrative leave.
of 10 percent of the hourly basic rate, is payable
to emplo yees for work between 6 p.m. anrd 6 4. Temporarily assigned to a
a.m. if the regular tour o(f duty includes work different tour of duty.
during such hours. Accordingly, the hourly basic "
rate is multiplied by 1(0 percent, with the result C. National Guard Technicians
adjusted to the nearest cent, counting one-half Army and Air National Guard technicians are
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not entitled to payment of night differential ule who performs nonovertime work during a
during periods of o-ertime work (50 Comp. Gen. period of duty, a part of which is performed on
847 (1971)) (reference (p)). National Guard Sunday, is entitled to Sunday pay for his or her
technicians are not entitled to premium pay for entire period of duty on that day. A part-time
overtime. They earn compensatory time. employee is not entitled to Sunday pay.

D. Part-time Employees. Part-time 030305. Holiday Premium Pay. In accordance
GS employees are eligible for night differential with 5 U.S.C. 5546 (reference (b)), an employee
for work performed between 6 p.m. and 6 a.m. who performs work on a holiday designated by
as pIart oif their regularly scheduled administra- Federal statute is entitled to pay at the rate of
tive workweek. basic pay plus premium pay at a rate equal to

the rate of the basic pay, for that holiday work
E. Intermittent Employees. Intermit- which is not in excess of the scheduled tour of

tent GS employees who have no regularly sched- duty or overtime work as defined by 5 U.S.C.
uled tour of duty are not eligible for night 5542 (reference (b)). An employee required to
differential. Thc"c employees are eligible for perform any work on a designated holiday is
night differential during temporary assignment eotitled to pay for at least two hours of holiday
to a regular tour of duty with night work. work. An employee who performs overtime

work as defined by 5 U.S.C. 5542(a) (reference
030304. Sunday Premium Pay. Under 5 U.S.C. (b)) on a Sunday or a designated holiday is
5544, 5546(a), and 5550 (for FWS employees) entitled to pay for that overtime work in accor-
(reference (b)), additional pay at a rate of 25 dance with 5 U.S.C. 5542 (reference (b)). Premi-
per,ýent of the hourly basic rate is payable to full- um pay under 5 U.S.C. 5546 (reference (b)) is in
time employees whose regularly scheduled basic addition to premium pay which may be due for
workweek (which does not include overtime the same work under 5 U.S.C. 5545(a) and (b)
hours) includes Sunday. The additional pay is (reference (b)), which provides premium pay for 0
payable for the entire period of nonovertime night work.
service for each daily tour of duty that includes
Sunday. The maximum number of hours of A. Flexible Work Schedule For an
Sunday premium pay that an employee can be employee working a flexible work schedule,
paid for one Sunday is 16 hour%. (This would be holiday pay for nonovertimc work is limited to

P for two 8-hour tours. one starting on Saturday 8 hours in a day. A part-tile employee, sched-
night and ending on Sunday morning; and the uled to work on a day designated as an "in lieu
next tour starting Sunday night and ending ton of' holiday for full-time employees, is not enti-
Monday morning.) To calculate, the hourly basic tied to a premium for work performed on that
rate is multiplied by 25 percent with the result day.
adjusted to the nearest cent, counting one-half
cent and over as a whole cent (FPM Supplement B. Compressed Work Schedule. For
9%)-2, :k)ok 550) (reference (k)) and FPM Supple- ain employee working a compressed work sched-
ment 532-1, paragraph $8-4e) (reference (r)). ule, holiday pay for nonovertime work is limited

to the itumber of hours normally scheduled for
A. Flexible Work Schedule. A full- that day. A part-lime employee, scheduled to

time employee on a flexible work schedule who work onl a day designated as an "in lieu of" p
perfonns regularly scheduled nonovertin Le work holiday for full-time employees, is not entitled to
during a period of duty, a part of which is a premium for work performed on that day.
performed on Sunday, is entitled to Sunday pay
for the entire period of duty, not to exceed 8 C. GS Employees. GS employees
hours. A part-time employee is not entitled to receivc their basic pay, including any night
Sunday pay. differential, for holidays on which they are not

required to work. Employees are entitled to
B. Compnssed Work Schedule. A additional holiday preonium pay I' r work per.

full-time employee ona compressed work sched- forlinl-d (in a holiday nrt to exceved H hours,
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during the hours of their regularly scheduled alternate 24-hour shifts during each administra-
tour of duty. tive workweek. When firefighters are scheduled

only during daylight hours, a 60-hour week
D. FWS Employees. FWS employees consisting of five 12-hour days may be estab-

who have a regular tour of duty and are not lished. The rate of standby premium pay is
required to work due to a holday are entitled to determined by the civilian personnel office and
the same rate of pay for that day as if they had forwarded to the civilian payroll office via SF 50
worked. When work is performed on a holiday, data. It is subject to retirement and life insur-
FWS employees are entitled to their basic rate ance deductions. Further guidance regarding
plus premium pay at a rate equal to their basic firefighters and law enforcement personnel may
pay for holiday work which is not more than 8 be found in FPM Letters 551-5, 551-14, 551-20,
hours or is not overtime work. and 551-24 (reference (q)).

E. Callback. Unscheduled overtime B. Other Fire Protection Personnel.
work performed by an employee on a day when Fire chiefs, assistant fire chiefs, fire prevention
work was not scheduled, or for which the em- inspectors, and similar fire protection personnel
ployce is required to return to the place of have basic weekly tours of duty of 40) hours
employment, is deemed at least 2 hours in unless duties require substantial amounts of
duration ( 5 U.S.C. 5542) (reference (b)). If the standby time. The rate of standby premium pay
callback occurs on a holiday during the employ- is determined by the civilian personrel office
ee's regular schedule, a minimum of 2 hours and forwarded to the c6iiian payroll office via
holiday premium pay will be paid. However, SF 90 data. It is subject to retirement and life
the actual time worked shall be recorded for insurance deductions.
time and attendance purposes. If the employee
works more than 2 hours, the actual number of 030307. Administratively Uncontrollable Over-
hours worked will be paid. time (AUO) - Annual Premium Pay for Over-

time. Premium pay may be paid on an annual
030306, Regularly Scheduled Standby Duty basis (except premium pay for regular overtime
Pay. Employees in a position requiring them to work, and work at night, on Sundays, and on
remain at, or within the confines of, the station holidays), when an employee is in a position in
during longer than ordinary periods of duty, a which the hours of duty cannot be controlled
substantial part of which consists of remaining in administratively. The position requires substan-
a standby status rather than performing work, tial amounts of irregular, unscheduled overtime
can receive premium pay on an annual basis duty, with the employee generally being respon-
instead of premium pay provided by other sil,le for recognizing, without supervision, cir-
provisions, except for irregular, unscheduled cumstances which require the employee to
overtime duty in excess of the regularly sched- remain on duty, Annual premium pay under 5
uled weekly tour. Premium pay under 5 C.F.R. U.S.C. 5545(c)(2), as amended (reference (b)),
550.14M-550.144 (reference (I)) is determined as an provides that premium pay for AUO is ani
appropriate percentage, not in excess of 25 appropriate percentige, not less than 1M percent
percent, of such part of the rate ot basic pay for nor more than 25 percent, of the employee's rate
the position as does not exceed thie minimum of basic pay which includes any interim geo-
applicable rate of basic pay for GS-10 (including graphic adjustmen,, special rate of pay for law
any applicable locality based comparahility enforcement officers, or special pay adjustment
payment under 5 U.S.C. 5304 (reference (t))) or for law enforcement officers under Section 302,
similar provision of law, and any applicable 403, or 404 of FEPCA (reference (e)), a locality-
special rate of pay under 5 U.S.C. 5304 (reference based comparaNility payment under 5 U.S.C.
(b)) or similar prtvisions of law). 5304 (reference (b)), and any applicable special

rate of pay under 5 U.S.C. 5305 (reference (b)) or
A. Firefighter Positions. Firefighters similar provision of law (5 C.F.R. 550.151) (refer-

are generally scheduled for duty six 12-hour ence (1)). The rate is determined by the zivilian
days for an averageit ot 72 hours a week or three personnel office and forwarded to the civilian
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payroll office via the SF 50 data. AUO for law 5. Payment of HDP is not
enforcement personnel, which includes the office subject to the limit placed on other premium,
of special investigations agents, is subject to pay.
retirement and life insurance deductions (5 4)
U.S.C. 5331(3)(D) and 8704(c)(2)) (reference (b)). 6. HDP may not be more than
AUO for Open Mess/Club Managers is not 25 percent of the employee's rate of basic pay.
subject to retirement or life insurance deductions
(5 U.S.C. 8331(3)(C) and (D), and 8704(c)(1) and 7. TP pay plan employees are 5
(2)) (reference (b)). not authorized HDI'.

030308. Hazardous Duty and Environmental B. Environmental Differential Pay
Differentials IED

A. Hazardous Duty Pay (HDP) 1. Under 5 C.F.R. 532.511 (refer- •
ence (1)), EDP is included as part of an FWS

1. Under 5 U.S.C. 5545(d) and employee's basic rate of pay for computation of
5548(d) (reference (b)), and 5 C.F.R. 550.901-907 overtime, holiday pay, Sunday premium, and the
(reference (1)), this entitlement, determined by amount of retirement and life insurance deduc-
the civilian personnel office, involves additional tions. It is not part of basic pay for purposLk of
pay to GS employees for the performance of lump-sum leave payments and severance pay.
hazardous duty or duty involving physical The civilian personnel offices determine the local
hardship. Hazardous duty means a duty per- situation for which EDP is payable and obtain
formed under condifionrs in which an accident approval from OI'M for additional categories not.
could result in serious injury or death. Duty listed in Appendix J to FPM Supplement 532-1
involving physical hardship means duty that (reference (r)). TP pay plan employees are not R
may not in itself be hazardous, but causes ex- authorized EDP.
treme physical discomfort or distress and is not
adequately alleviated by protective or mechanical 2. EDP is payable for actual
devices, such as duty involving exposure to exposun, or for all hours in a pay status. The
extreme temperatures for a long period of time, amount that is payable is determined by multi-

9 arduous physical exertion, or exposure to fumes, plying the percentage rate authorized for the
dust, or noise that causes nausea, skin, eye, ear, exposure by the basic hourly rate of a WG 10,
or nose irritation. step 2. That anount is then multiplied by the

number of EDP hours to be paid.
2. The amount of HDP is deter-

mined by multiplying the percentage rate autho- a. When environmental
rnzed for the exposure, found in Appendix A, 5 differential is payable for actual exposure, con-
C.F.R. Part 550, Subpart I (reference (1)), by the sider each exposure separately. Hlours posted
employee's hourly rate of pay. That amount is must not exceed the hours of active duty on the
then multiplied by the number of HDP hours to day of exposure. If the exposure is less than I
be paid. hour, a minimum of 1 hour must be paid. If the

expo';ure is longer than 1 hour, the actual
3. H-IDP is not included as part amount of time exposed is payable in 15 minute

f tile e mplOyee's basic raie of pay for computa- increment!;,
ton of overtime , holiday pay, Sunday premium,
or tile amount of retirement and life insurance b. When EDI'is payable for
deductions, all hours in a pay status, it will ie paid for all

regular and overtime hours the employee is in a
4. HDP is paid for all hours in pay status that day.

a pay status the day on which the exposure
occurs (13W4 I:)RFLGN AND NONFOREIGN DIF-

HIERENTIA[,S AND ALLOWANCl'S
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030401. Under 5 U.S.C. 5941 (reference (b)) and 2. Temporary Quarters Subsis-
5 C.F.R. Part 591 (reference (I)), allowances and tence Allowance. TQSA is an allowance granted
differentials payable to employees officially to an employee for the reasonable cost of tempo-
stationed in nonforeign areas and the 50 states rary quarters, meals and laundry expenses
are established by OPM. Under 5 U.S.C. 5921 incurred by the employee and/or family mem-
(reference (b)) and Executive Order No. 10,903 bers for a period not to exceed 90 days after first
(reference (s)), allowances and differentials pay- arrival at a new post in a foreign area or a
able to employees officially stationed in foreign period ending with the occupation of residence
areas are established by the Secretary of State (permanent) quarters, if earlier; or for a period
and published in the Department of State Stan- not to exceed 30 days immediately preceding
dardized Regulations (DSSR) (reference (t)). final departure from the post subsequent to the
DoD 1400.25-M, CPM Chapter 592 (reference (u)) necessary vacating of residence quarters. A
sets forth the specific rules regarding foreign possible extension of up to 60 additional days
allowances and differentials for DoD civilian may be granted in compelling circumstances.
employees. Civilian personnel offices will notify TQSA is authorized during periods when travel
tile civilian payroll office via SP 50 data when an per diem is being paid. No post allowance is
employee is eligible for a nonforeign differential authorized while an employee is eceiving
or allowance. The civilian payroll office will pay TQSA, Receipts are required for lodging and
foreign differentials and allowances upon receipt laundry expenses, and the employee must sup-
of the original, completed, and signed SF 1190. ply a certified statement indicating a per ineal

per day cost. TQSA is based on the maximum
030402. AllowancLe's andi -,fferenitials in FortciM• per diem rate for the foreign location found in
Area,; Section 925 of the DSSR (reference (t)). Also see

DSSR, Chapter 100, Section 120 (reference (t)), 5
A. Quarters Allowances, Quarters U.S.C. 5923(a)(1) and (2) (reference (b)) and DD

allowances are intended to reimburSe an employ- 1400.25-M, CPM Chapter 592, Subchapter 2
cc for substanlially all costs for either temporary (reference (u)).
or residence quarters whenever Government-
owned or Government-rented qualztens ar, not IB. Cost of liviny Allowance (COI,A).
provided to the employee without charge. Sce ý, COLA is intended to reimburse an employee for
U.S.C. 5923(a)(1) and (2) (reference (b)) and Doi) certain excess costs, exclusive of any quartetr
1400.25-M, CPM Chapter 592, Subchapter 2 costs, which result from being officially stationed
(reh!rence (u)). in a foreign area. See DSSR, Chapter 20( (refer-

ence (t)) and 5 U.S.C. 5924 (reference (b)).
1. Liv iný' _uarters Allowance

L..LQA). LQA is intended to reimlurse the erm- 1. Post Allowance. The Post
ployce for substantially all of his/ her costs- for Allowance is a cost of-living allowance granted
either temporary or residence quarters whenever to an employee officially ;tationed where the
Government-ownei or Government-rented cest-of-living, exclusively of quarters cost, is
quarters are not provided. Included is rent plus substantially higher than in Washington D.C. It
any costs not included in the rent for heat, light, is intended to reimnburse an employer for certain
fuel, gas, electricity .and water. Employees excess costs resulting from being sta!ioned in a
receiving LQA may not receive the temporary foreign area. Post allowance, which is ant annual
quarters subsitence allowance (I'QSA) for the rate, is a percentage amnount based on salary,
same period of time. The daily rate is derived size of family uiid location of tl, post. The daily
by dividing the annual amount by the numnl-er ot rate is derived by dividing the annual amount
days in a calendar year. It is paid for all appli- by the number of days in a calendar year. It is
cable days in a pay period. Set! DSSR, Chapter paid for all applicable days in a pay pc-riod. No
.IX) (reterence (t)), 5 U.S.C. 5923(a)(1) and (2) post allowance is authorized at the samni time ,.ii
(reference (b)), and o)OD 1400.25-M, CPM Chap- employee is receiving TQSA. (1)SSK, Chapter
hr 592, Subchapter 2 (reference (u)). 2(X), Section 22j)) (reference (t)) and (Dol)

57

II Ill - . .. __ u TI

S S S S S • S



Volume 8, Chapter 03 DoD Financial Management Regulation

1400.25-M, CPM Chapter 592, Subchapter 3) following reasons: dangerous, notably unhealthy,
(reference (ui)). or excessively adverse living conditions;, for theS

convenience of the government; or- because of
2. Foreign Transfer Allowance, special family needs,. The rate is determined bly

The foreign transfer allowance is an allowance the number of dependents maintained elsewhere
for extraordinary, n~ecessary, and reasorable and is computed anid paid as an annual rate.
expenses, not otherwise compensatled for, in- The daily rate is derived by' dividing the a*nnual
curred by an employee incident to establishing amount by the number o;f days in a calendar

*that employee at any post of assignment in a year. It is paid for all applicable days in a pay
foreign area. This allowance is intended to period. See DSSR.. Chapter 200, Section 260

* reimburse an employee for allowable expenses (reference (t)) and DOD 1400.25-M4, CPM Chapter
incurred in the United States, its territories, 592, Subchlapter 6 (reference (u)).
possessions, the Commonwealth of Puerto Rico
and the Commonwealth of the Northern Mariana 5. Education Allowance. The
Islands, prior to departure for such post. The Education allowance assists the employee with
foreign transfer allowance iq composed of a the extraordinary and necessary expenses, not

* 'Ilump sum miscellaneous expense to assist with otherwise compensated for, incurred because of
certain extraordinary costs, a lump suml ward- service in a foreign ar'.a in providing adequate
robe expense and i. precdeparture subsistence elementary and secondary education for- his or
expense. The lump sum puyment may not ex- her dependents. Thle allowance is not authorized
ceed 1 week's salary for an employee without a for payment within the DOD. H-owever, reimi-

*famnily and 2 week, for an employee with a bursement is authorized for transportation costs
family. tn any case, thet ceiling for reimnburs'e- of dormitory student ciependents of eligible
ment :hall be the salary for a CS-13, step 10. employees betweent the( employee's overseas
Only the miscellaneous expense portion and the duty station and the DoD approved school. See
subsistence portion are- authorized for payment DSSR Chapter 20)0, Seclion 270 (refe~renceL (t)),
within thie DoD. See DSSR, Chapter 200, Section DOD 1400J.25-M, CPM Chapter 592,. SubchaJpter 8
2,4) (reference (t)) and DO)D 1400t.25-M, CPM.50)2. (reference (11)), Jind 'ý U.S.C. 5924 (reoteronce (b)).
Subchapter 5 (reference (u)).

6. Ed uca tion 'Travel. Education-
3. 1-10111 Set-viLc lransfcr Allow- at travel is reinmbursemlent (or travel to and fromn

Of ance. 'The home service tranvsfer illowance is an a SChOOl in the0 United States for purposes of
allowance for extraordinary, ntvceRý,ary, and aittndin~g a full-time coIurse' for secondarY or
reasonable expenises, not othe~rwise comtpensatod COl]g 101," L-0ui:a IiO IL, reilb Ursemnen t will be
for, incurred by an employee in connection with limi ted to onec winuilo round I rip. Anl annuall trip
i transfer to a Post Of ISSigkifflent in the United is defined as one, round trip fl moy timec within
States. Thie allowance is comnposed of a miscolla any one 12 mionthl periodI. Any portion oif thle
net us expense portion, a ward robe texpvuse round trip no 0 Li n in t tie 12 mnith ittI p'ri id djoes
portion, a subsistenct- expen~se portion, and a rot accrue ito a suibse;quent p~eriod. Set' USSR
lease- penalty expense portion, 'This allowanc'e is Chapter 20W, Sectioni 21t (reterence (t)), Doll)
not authoriz~ed for paymenktt within the DOE). 'ete 1400t.25i-M, CI'M Chapter 59)2, Subchapter tH
DSSR.. Chapter 200, Section 250)) (ri-ference (t)) (referoncc (u)), anti 5 U.S.C. .5924 (reference (bi)).
and DOD) 14001.25-M. CI'M 592, Subeleipti-r I
(re ferce (u)) C. Pe isoL bI)Al i wa nec. Rep ro-

sentatiOn 111WA.11-Ies 4rc intended to covet,
4. 'Separate Maintenance Allow- allosvabie items of expeinditure by emiployees,

ancýe. Separate maintenance allowanlceý is a c~ost- including fore~ign naitnih ma inployvees, whtot
of-living allowanice to as!sb' t an employee in oIffici.~l positions e'1taita rtspoo';ib1ilitv 'fir estab-

mneeting addilionaý' expenrses of mainitaining lishiog, and maintaining rviatiorishipls oif value to
quarters other than onl the assigned post_ The, the United uStates in foreign Countries arid by
em pit yee mnust bie cormpelled t4)o btaii , or a i o- adulIt a mi ly nienibbee; act r tg withi, or on bhal t f
rizvd, such quarters for one Or more of 'he oif, these empjloyees. fT.xarpics of aliowable itemTis
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are those of an entertainment or protocol nature, threaten physical harm or imminent danger to (•)
tips and gratuities, purchase of flowers, wreaths, the health or well-being of the employee. DPA
etc., and other representational expenses which may not exceed 25 percent of the basic pay of
the head of an agency may authorize or approve the employee, except that if an employee is
as being a type to promote the inlerest of the granted additional differential pay with respect
United States. The employee's position must to an assignment, the sum of the additional
first be designated by the Secretary of Defense as differential and any DPA may not exceed 25
eligible for the allowance. A voucher of expens- percent of the basic pay of the employee. DPA is
es incurred will be the basis of payment. See paid to full-time employees, temporary employ-
DSSR, Chapter 300 (reference (t)) and DoD ces assigned for 24 consecutive hnurs or longer,
1400.25-M, CPM Chapter 592, Subchapter 9 and part-time and intermittent employees. For
(reference (u)). part-time regularly scheduled employees and

intermittent employees, the DPA shall be com-
D. Official Residence Allowance. The puted at the prescribed percentage of basic

defraying of official residence expenses is intend- compensation earned during the applicable
ed to make possible the operation and mainte- period. The DPA is tiot subject to any ceiling
nance of official residences in which a principal that would provide less than the full percentage
representative can properly represent the United rate authorized for the post. DPA is included as
States abroad. Such representation includes part of the FWS employee's basic rate of pay for
extending official (as distinct from personal) computation of overtime, holiday, Sunday premi-
hospitality to foreign dignitaries and important um pay, retirement, and life insurance. DPA is
visitors, receiving official deputations and callers, subject to Federal income tax, Social Secu-
and holding requisite and appropriate ceremo- rity/Medicare, State and city, and local tax
nies smoothly and with dignity. This representa- deductions. Danger pay is not included as part
tion also includes keeping the residence appro- of the lump-sum leave payment. See 5 U.S.C.
priately staffed and operating. The Secretary of 5928 (reference (b)), DSSR Chapter 650 (reference
State must designate eligible employees. See (t)) and DoD 1400.25-M, CPM Chapter 592,
DSSR, Chapter 400 (reference (t)), 5 U.S.C. 5913 Subchapter 13 (reference (u)).
(reference (b)), and .)D 1400.25-M, CPM Chap-
ter 592, Subchapter 10 (reference (u)). G. Tropical Differential. Entitlement

to tropical differential is limited to a maximum
E. Post Differential. Post differential of Z5 percent of basic pay when authorized for

is established for a location with extraordinarily U.S. employees in Panama.
difficult living conditions, excessive physical
hardship, or notably unhealthful conditions HI. Cudba Benefit Allowance. The
affecting the majority of employees officially Cuba benefit allowance applies to DoD non U.S.
stationed or detailed at that place. Living costs citizens, NAF and approprialtd fund employees
are not considered in differential determination, in the Guantanamo Bay, Cuba, area. The benefit
Post Differential is additional compensation allowance includes cash allowances (laundry,
based on an established percentage over basic chlthing, meals and transportation). The total
compe'ns,;ation ranging from 1(0 to 25 percent. pay rate will include the base rate plus the
l'ost differential is not included in the computa- benefit allowance. Premium pay is to bh, calcu-
tion of lump-sum leave payments upon separa- lated on tie base rate only.
tion from Federal servicc. See DSSR, Chapter
5(X) (reference (W) 5 I IS C 5925 (reference 1b,11 030403. Entitleme.nt When Both an Allowanc-
and DoL) 1400.25-M, CPM Chapter 592, Subchap- and a Differential [lave Been Established. Extra
ter 11 (reference (u)). pay from an allowance or , differential, or both,

may not exceed 25 percent of the employee's rate
F. r)anter Pay A,"llowance (I)PA). An of ba.;ic pay. An , mployee eligible for an allow-

employee serviing in a foreign area may be ance is entitled to the fhill allowance set for a
granted I)l'A on the basis of civil insurrection, nonfoi-eign ar'a; thlrrefore, the allowance should
civil war, terrorism or wartime conditions which be paid first. It the allowance is less than 25
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percent of the employee's basic pay, that part of 1. Notice of Elitribility. The
the differential that will bring such employee's civilian payroll office will accept SF 50 data as 5
total extra pay to 25 percent of the basic rate notice of an employee's eligibility for allowances
shall be paid. or differentials. It will be a source document for

payroll purposes. The civilian personnel office
030404. Allowances and Differeitials in Non- must report promptly to the civilian payroll
foreign Areas office any changes in assignment and employ-

ment status that affect an employee's eligibility
A. Categories (including changes in rates).

1. Nonforeiin Cost-of-Livintz 2. Entitlement When Both an
Allowance. Nonforeign cost-of-living allowance Allowance and a Differential Have Been Estab-
is payable under 5 U.S.C. 5941 (reference (b)), at lished. Extra pay from an allowance or a differ-
a location in a nonforeign area wh re living costs ential, or both, may not exceed 25 percent of the 3
are substantially cigher than those in the Wash- employee's rate of basic pay. An employee
inghon, DC area. Nonforeign areas are the states eligible for an allowance is entitled to the full
of Alaska and Hawaii, the Commonwealths of allowance set for a nonforeign area; therefore,
Northern Mariana Island and Puerto Rico, terri- the allowance should bfV paid first. If the allow-
tories and possessions of the United States that ance is less than 25 p-,-cent of the employee's
the Secretary of State designates as being within basic pay, that part of the differential that will
the scope of Part II of Executive Order 10,000, as bring such employee's total extra pay to 25
amended (reference (s)). percent of the basic rate shall be paid.

2. Nonforeign Post Differential. D. Payment of Allowances and
Nonforeign post differential is payable under 5 Differentials i i
U.S.C. 5941 (reference (b)), at a location in a
ntonforeign area if conditions of environment 1. Payment. An allowance or
differ substantially from conditions of environ- differential shall not be paid for time for which
ment in the contiguous United States and war- an employee does not recoive basic pay except as
rant its payment as a recruitment incentive, stated in subparagraph 070202.1

B. Basic Requirement in Nonforeign 2. Duration of Payment. Pay-
Areas ment of allowances and differentials shall start as

of the date of arrival at the post of duty on
1. When an allowance or a regular a,;signments or on the date of entrance

differenlial (or both) is 0t, each executive on duty, when an employee is recruited locally.
"department, independent establishment, and Payment shall b, stopped on the date of separa-
wholly-owned Government corporation must tion or as of the date of departure or transfer to
py it (or both). They must pay it to all their a new post of regular assignment.
civilian eimployees in the area whose basic pay is
fixe-d by statute and who are eligible; however, 3. Effect on Other Salary Pay-
ceit'ain exceptions do exist. ments. Allowances or differentials shall not be

included in the base used to compute overtime
2. The pay of employees under pay, night differential, holiday pay, or any other

li1 FVS is based on the wages paid in the extra pay, allowance or pay differential, or
locality; therefore, these employet.s are not retirement or FEG[,l deductions.
covered under this section.

4. Effect on Gross Pay. Allow-
C. Prncessihig Allowan,4 ; and Differ- antes shall not be included in gross income for

S'n---Jt"s ederal income tax purposes, and State tax
deductions except for the state of Hawaii.
Include the differentials in gross income for

6('
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Social Security/Medicare, Federal, State, and city D. Any allowance paid under this
income tax deductions. See Table 4-1. section shall not be considered as basic pay for

the purposes of 5 U.S.C. 5551, 5552 and 5595,
0305 OTHER DIFFERENTIALS AND AL- Chapters 81, 83, or 87 (reference (b)), or other
LOWANCES benefits related to basic pay. See also 5 U.S.C.

5948(h)(1) (reference (b)).
030501. Physicians' Comparability Allowance E. Any allowance under this section

A. Part 595 of 5 C.F.R. (reference (I)) for a Government physician shall be paid in the
and 5 U.S.C. 5948(e) (reference (b)) authorize the same manner and at the same time as the physi-
payment of allowances to certain eligible Federal cian's basic pay is paid. This allowance is
physicians who enter into service agreements subject to Federal, State, and local income tax,
with their agencies. These allowances are paid Social Security and Medicare. This allowance is
only in the case of categories of physicians for not subject to retirement or TSP.
which the agency is experiencing recruitment
and retention problems, and are fixed at the 030502. Supervisory Differential
minimum amounts necessary to deal with such
problems. Unless otherwise provided in the A. Section 5755 of 5 U.S.C. (reference
agreement or if the head of the agency by which (b)) authorizes payment of a supervisory differ-
the physician is employed determines that the ential to an employee under the General Sched-
failure was necessitated by circumstances beyond ule who has supervisory responsibility for one or
the control of the physician, if the physician fails more civilian employees not under the General
to complete at least 1 year of service, (either Schedule. The differential is allowed if one or
voluntarily or because of misconduct) a refund more of the subordinate civilian employees
of the total amount received is required would, in the absence of such a differential, be

paid more than the supervisory employee. AI 0
B. The amount received shall not supervisory differential shall be calculated as a

exceed: percentage of the supervisor's rate of basic pay.
A dollar amount equal to the value of the autho-

1. $14,000 per annum if, at the rized percentage will be provided by the civilian
time the agreement is entered into, the Govern- personnel office via SF 50 data. This differential
ment physician had served as a Government is subject to Federal, State, and local income tax,
physician for 24 months or less, or Social Security and Medicare. This differential is

not subject to retirement or TSP.
2. $20,000 per annum if the

Government physician has served as a Govern- B. The supervisory differential shall
ment physician for more than 24 months. be paid in the same manner and at the same

time as basic pay, but shall not be considered to
C. An allowance may not be paid be part of basic pay for any purpose.

pursiuant to this section to any physician who:
030503. Staffingz Differential. Staffing differen-

1. Is employed less than 20 tial is the annual total dollar amount (equal to 5
hours per week or on an intermittent basis, percent of basic pay) paid over and above basic

pay iu H1ake ii easier 'o hire and retain employ-
2. Occupies an internship or ees in selected GS grades and/or occupational

residency training position, groups, when authorized by OPM (P.L. 101-5V),
Section 529) (Section 20)9 of the FEPCA) (refer-

3. Is a reemployed annuitant, or ence (e)) and (5 U.S.C. 5305 note) (reference (b)).
Effective on the first day of the first applicable

4. Is fulfilling a scholarship pay period beginning on or after January 1, 1991, 6
obligation to the U.S. Government. the President may establish staffing differentials

equal to 5 percent of basic pay.
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A. Eligibility. The staffing differential 030505. Remote Site Allowance. Tilt remote
may be paid to each employee whose position is site allowance is paid to an employee who is
in grade GS-5 or 7; or a 2-grade-interval occupa- assigned to duty, except temporary duty, at a
tional series, as determined by OPM. site so remote from the nearest established

communities or suitable places of residence as to
B. A staffing differential shall be paid require an appreciable degree of expense, hard-

in the same manner and at the same time as the ship, and inconvenience. Such hardships and
employee's basic pay is paid, but may not be inconveniences must extend beyond that normal-
considered to be part of basic pay for any pur- ly encountered in metropolitan commuting, fon
pose. The differential may be reduced or elimi- the part of the employee in commuting to and
nated by OPM in its sole discretion as the from his/her residence and such work site.
amendments made by the FEPCA (reference (e)) When so assigned, the employee is entitled, in
take effect. However, no such reduction or addition to pay otherwise due him, to an allow-
elimination shall have the effect of reducing the ance not to exceed $10 per day (5 U.S.C. 5942, 0
total amount of pay (determined by adding basic reference (b)).
pay and staffing differential) which any employ..
cc is receiving. 0306 RECRUITMENT AND RELOCATION

I3ONUSES
030504. Retention Allowance

030601. Section 208(a) of the FEPCA (reference
A. A retention allowance of up to 25 (e)), 5 U.S.C. 5753 (reference (b)), and 5 C.F.R.

percent of basic pay may be offered to certain 575 (reference (1)) authorize payment of a recruit-
current employees in order ht retain their servic- ment and relocation bonuses. A recruitment or
es. A retention allowance may be paid to any relocation bonus of up to 25 percent of basic pay
current employee who holds a position in the may be offered to recruit certain newly appoint- *
General Schedule, the l.aw Enforcement Pay ed employees or retain certain current employees
System, the SES, the Senior Level, and the Execu- who must relocate to accept a position in a
tive Level or equivalent pay grades. different commuting area. The approval of

recruitment and relocation bonuses is treated in
B. Payment of retention allowances the same manner as the retention allowance in

are authorized by 5 U.S.C. 57,54 (reference (b)) paragraph 0t0504.
rand 5 C.F.R. 575 (reference (I). Only the Secre-

tary or Deputy Secretary of Defense may ap.. 0,3•602. Eligibility Criteria. Candidates for
prove retention allowances for individuals hard-to-fill position• and/or occupations that are
appointed to Schedule C positions, as defined in critical to the organization's mission are eligible
5 U.S.C. 2103 (reference (b)); non-career positions for recruitment or relocation bonuses. TI' pay
in the SES (inciluding limited term and limited plan employees are not eligible to receive recruit-
emergency appointments), as defined in 5 U.S.C. ment and relocation bonuses. TP pay plan
3394 (reference (b)); and positiens paid pursuant employees are not eligible to receive recruitment
to 5 U.S.C. 5312-5317 (reference (h)). and relocation bonuses.

C. A retention allowance shall be 030603. Service Agreement. OI'M regulations
paid in the same manner, and at the same time, (5 C.F.R. 575.1016 and 200) (reference (I') require
as blasic pay although I! shall 1ol be considered that, befole a ilcruihiient or relocaion bolus
a part of basic pay. The retention allowance may may be paid, the employee offered such bonus
be p~id for as long as the conditions warranting shall sign a written agreement to serve a speci-
the alowancc continue to exist. This allowance fied numnbl-wr of month.s with 1he Departmnrt.
is subject to Federal, State, and local income tax, The mininmum period of such service shall be 12
Social Security and Medicare. This allowance is mionthi.
not subijct to retirerment or TSP.

(030604. Documentation and Record keeping.
Each recruitmeWtt or relocation bonus shall IN'
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documented by th2 civilian personnel office via tained fin 9 U.S.C. 5551, iis anmended (reference
SFP 50 data. (b~)).

03(0605. Payment and Reduction orTerroination 030702. Lump-Sum PayaLe(. Lump-sum ipay-
of Recruitment and Relocation Bonuses. The ment for accumulated and current accrued
recruitment or relocation bonus shall be paid as annual leave is as follows:
a lump sum and shall be considered a supple-
mental wage, Federal income iaxes shail be A. Separated Employeces. Ani employ-S
withhe~ld at a flat 28 pe-cent of the bonus, Social ee who is separated is paid in a lump-sum for all
'Security and Medicare shall be withheld as unused annual leave through the last full pily
applicable. State and local taxes shall be with- period before separation. I lowever, if the cm-
held in accordance widi tax formulas in effect for' ployee is separated or nas. a break in service
supplemental wages. (from one agency to another), and is reemployed

in a position under at leave systemn before a
A. Thle bonus may be included with lump-sum payment check call be issued by the

regular salary payments if it is separately identi- separating activity, vaymvient is made for thle days.
feiCL On thle LES. If the bonus cannot be sepa- thle employee was not in the Federol service (less
ralel e ideuntifived on the ISa separate paynlent withholding tax) and tilt rema~inder of thle
shall be miade, and a separate LBS issued. annual leaveý i!s transferred 10; the gainling agenlcy.

B3, The bonlus Shall not be considered B3. Certain 0ther Employees'. Ani emi-
part of basic pay for illy purpose; iio., withhold- ployee is entitled to a lump-sum payiiitn for
logs shall not be made for retirement coverage accumulated and accrued ann~ual lejve when thle
(CSRS/ lERS) or life insuranrc, employee:

C. Thew bonlus shall be includud in 1. T1ran:fers toi a pos~ition not
*determining tile aggregate limitation (in pay as- under at leave svstenim to wvhich annmo.' ivave may

defined by 5 U.S.C. 530)7 (reference (b)). Any be raiisfe~ri'd;
portion of the bonus which shall cause aggregate
pay to exceed Level I Of thet E.xecutive Schedule 2. Moves to a position as" all
shall 01 t bie paid. TIhis port ion shall be paid in intermlittent en ploe fi or w hom there is tit
a lump s umi at the begi no log of th' tile follwing sta blislied reg ula r ti ur ot duty or to a po.;i sitii
calenda~r yecr. as a temporary emiplo-yee engoged in construe-

tiOn Work a 1 lv0r) 1%it 1ia
D, The boýnus shall be recovered if the

empiloyee fails to comiplete thet period of en iploy- 3. Enti-s the Armed Forces or
inent estAablished by the service agreemient. 'Irhe ttantsfers to a pulilic inteimiatiimal organization,
amiount to be repaid shall he determined by provided thle emoIploveU does. 1i0t elect to retain
providing credit for each full month of employ- thle annual leave to his or her credit. I lowever,
ment completed by the employee under the leave restored under 5 U.S.C. 00t4(d) (reference
ser-vice agreemenit. The amount owed Vy tile (b)) must bet liquidated 11N lumip-simi payment
U ninflovee shall then beW recovered in accordance evem' though eleciion i. made to retlain thel ac-
with provisions established by debt collection cumulated and current iccrued aninual leave.
regulatfion.s. If " recrutitment o)r relocation bonus
must be recovered, the civilian personnel office C. Pl'anmunt to lleteliciary, Accunuu-
shall notify thle civilian payrol! office! via SF 5(1 lated and accrued annual leave to1 thle credit of

*data, an employee at thet time of death shall be paid inl

J u~ lump %1umi1 to a designated benlcfickl~y. If thle
ON 17 L-UMI'-SUJM LEAVE PAVIVMEN'lS employee has not designated a beneficiary, a

luminp sumi shall oem pa id inl tw v~li st 11ished order

0)3070)1. &Iegulations. The regulations governing

lunip-sum paymniit for annual leave are eon.

6i3
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of precedence under 5 U.SC. 5581-5582 (refer- the leave that extends beyond the effective date
ence (b)). of the increase (59 Comp. Gen. 494 (1980)) (refer- -

ence (p)). i

030703. Lump-Sum Not Payable. A lump-sum ec,.

payment may not be made to an employee for 2. When an FWS employee
accumulated annual leave: separates after a wage survey is ordered, butbefore the date the order granting the wage

A. When transferring to a position to increase is isued and if his or her accrued •
which annual leave is transferable; annual leave extends beyond the effective date of

the increase, the employee is entitled to have the
B. When a student trainee is placed lump-sum annual leave payment paid at the

in an intermittent status between full-time tours higher rate for the leave that extends beyond the
of duty. effective date of the increase. I owever, the

order granting the new wage rate must be issued B
030704. Computation of Lump-Sum Payment before the effective date set by 5 U.S.C.

5344(b)(1) and (2) (reference (b)). Refer to 59
A. General Rule. The lump-sum pay- Comp. Gen. 494 (1980) (rcference (p)).

ment for annual leave, including restored and
reinstated leave, is based on the rate of pay the B. Projecting the Leave. Nonwork-
employee is receiving at the time of separation. days (except holidays) are not counted against
Payment is also based upon the employee's the leave when projecting the period over which
rights under all applicable laws and regulations the leave would otherwise be charged. The
existing at the time which would have affected period covered by a lump-sumn leave payment is
the pay had a separation from service not (,-c not counted as civilian I ederal service.
curred during the projected lump-sum leave
period. Thus, for example, an employee whose C. Additional Pay. There is no provi- 0
retained pay is scheduled to terminate during sion to pay any premium pay for the period
the projecIl leave period should have the covered by a lump-sum payment and, therefore,
lump-sum leave payment computed on the basis employees are only entitled to their basic pay.
of the pay being received at the time of separa- However, employees who receive annual premi-
tion for the period covered by the retained rate, um pay for standby duly under 5 U.S.C.
with the remnaindet computed at the scheduled 5545(c)(1) (reference (b)) and employees who
reduced rate. Also, an employee is entitled to an meet the definition of a law enforcement officer
adjustment in the lump-sum leave payment receiving annual premium pay for administra-
whenever a statutory change in Fay becomes tively uncontrollable overtime under 5 U.S.'.
effective on a date %%hich occurs during the 5545(c)(2) (reference (b)) will also receive annual
projected leave period. The lump-sum payment premium pay as part of their basic pay. Conse-
for an FWS employee is similarly adjusted if the quently, only those premium pays would be
separation uccurs after the issue date of a wage included in a lump-sum payment. Excluded
schedule or after a wage survey was ordered, from the lump-sum payment are any post differ-
but before the effective date of the wage increase entials under 5 U.S.C. 5925 (reference (b)) and
as follows: danger pay allowances under 5 U.S.C. 5928

(reference (b)).

1. When an FWS employee is on (

the roiis on the date an order granting an in- D. Reemployed Annuitants. The
crease is i.;sued, but separates before the effective lump-sum payment for reemployed annuitants
date of the wage increase and if hi'; or her upon separation from the service is based on the
accrued annual leave extends beyond the effec- full pay rate without any reduction by the
tive date of the wage increase, the employee is amount of the annuity.
entitled to have his or her lump-sum annual
leave payment, authorized under 5 U.S.C. E. Temporary Promotions. If the
5551(a) (reference (h)), paid at the higher rate for civilian personnel office has not terininaled a
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temporary promotion prior to or as of the em- ceiling (e.g., 240 hours), a refund will be re- A.)
ployee's separation date, lump-sum leave will be quired of all the unexpired portion. However, •
paid at the rate of the temporary promoction only a maximum of the leave ceiling hours may
through the not-to-exceed date. After that time, be recredited to the regular leave account. Any
the rate will revert to the employee's permanent hours in excess of the leave ceiling are consid-
rate of pay. ered forfeited, eni,_ss it can ciearly be established

that the excess would have become restorcd in a
F. Payment. Lump-sum leave will be separate account if the separation had not oc- S

paid after the end of the pay period in which the curred.
separation tranaction is received. Thus, lump-
sum leave may or may not be included with any B. Restored Annual Leave. If any
regular pay earned, depending on when the part of the refund is for a period of restored
separation transaction is received. Payments will leave, the restored leave shall again be estab-
be identified separately, allowing the lump-sum lished in a separate account. The limiting date S
leave to be taxed at a flat 28 percent f ',deral for its use shall be the same date as that original-
withholding, except when the emplh. Js ex- ly established during the former employment. If
emptions claimed on the W-4 exceed thL ,egular the originally established limiting date for the
pay. In the latter situation, the lump-sum leave use of the restored leave would have occurred
and the regular pay for the pay period will be before the date of reemployment, a refund will
combined, and the taxes will be computed as if be required for all of the unexpired portion. S
the total were a single payment. However, none of that restored leave may be

recredited.
030705. Refunds. When a lump-sum payment
has been made, and the employee reenters the C. Procedures. Obtain a refund in
Federal service in a position subject to a formal the gross amount equal to the gross compensa-
leave system, he is required to refund the unex- tion received for the unexpired portion of the 0
pired portion of the period covered by the leave period. Make collections either by cash or
lump-sum leave payment This refund is re- payroll deduction.
quired because all such unexpired leave is
subject to recredit even though transfer to a dif- 1. Processing Action.:
ferent leave system is involved. Recredit of
leave will be determined subject to the following a. Aud it the transferred SF
paragraphs. See FPM Supplement 990-2, Book 1150.
550, Subchapter 2 (referenceu (k)).

b. Credit the refund to the
A. Regular Annual Leave appropriation currently charged for the employ-

ee's salary.
1. If reemployyment is in the

same leave year, any part of the refund which is c. l'rocess the cash collec-
for a period of leave in excess of the employee's tion or payroll deduction.
formerly established leave ceiling for the year
shall become subject to the regular procedures d. Credit the employee's
regarding forfeiture or possible restoration at the leave account when the total amount has been
end of the leave yea' Excess leave may be paid collected.
in another iump-sunm paynent if aU'oLheis separa-
tion occurs before the end of the leave year e. Process as d cash collec-
(FPM Supplement 990-2, Book 550, paragraph 2- tion any check for the unexpired portion of lump
4a(1)(b) (reference (k)). sum leave payable to the Treasurer of the United

States received from another DoD installation.
2. If reemployment is in a subse- p

W quent leave year, and any part of the refund is
for a period represented by more than thoý leave
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2. After collection of the full ments for alimony, child support, and commer-
amount of the refund, prepare a statement for cial debts.
the employee including:

030802. Payments
a. References to 5 U.S.C.

5551 (reference (b)) as the basis for the refund. A. Severance payments will be made
by the civilian payroll office. If !he civilian

b. Date the refund was payroll office is deactivated, the civilian payroll
fully paid. office assuming responsibility for s,ýrvicing 'tc,

closed civilian payroll office centiflue. payment
c. Total amount collected. for the period of eligibility. The deac'i•,akeJ

payroll office will discontinue the payments and
d. Statement that the earn- send the new civilian payroll office enough pay

ings shown on Form W-2, "Wage and Tax State- data to establish the severance payments.
ment," for the calendar year in which the refund
was made were not decreased by the refund B. Severance paymevnts are made
amount. If refund is spread over 2 payroll years, based on SF 50 data provided. Appropriate
make a separate statement for each year. withholding will be made for Federal, State and

local income taxes. In thi case of employees
3. Distribute the statement as covered by FICA at the time of separation, Social

follows: Security and Medicare deductiuent widl be taken.
If a former employee dies beforc the expiration

a. Give the signed original of the entitlement period, severance payments
and one copy to the employee, will be continued on a biweeOly basis to the

beneficiary of the deceased or held in account 9
b. Attach a signed copy to until identification oi IhN beneficiary by the

"Form W-2 or tapes sent to the SSA. civilian personnel office. These payments are
subject to collection for any o~i-a dinlg debts

c. Send a copy to any State owed the Government. ;-owtvw'r, mll, court-
or local taxing .uthority as appropriate, ordered garnishments are canceled upon the
0 E Cdeath of an employee. Payments to beneficiaries
0308 SEVERANCE PAY are not subject to Federal 'ax withholding re-

quirenwnts.

030801. Qualifications. An employee who
qualifies under 5 U.S.C. 5595 (reference (b)) is 030803. Withholdinv T,x R,,eports
entitled to severance pay in regular pay period
intervals and amounts equal to that paid before A. When a separated employee has
separation. An employee separated within a pay been paid the total severance pay to which
period rather than at the end of a pay period entitled, or at the end of the calendar year,
receives an initial payment of severance pay for whichlever is earlier, a Form W-2 will be issued.
the remainder of that pay period. Severance pay
for employees with variable work :-chdules or B. Severance pay paid to beneficiaries
rates of pay is computed on the basis of the of deceased employees will bc reported on Form
average rate of basic pay for the last position 1099-MISC.
held during the 26 biweekly pay periods imme-
diately preteding -.eparation (5 C.F.R. 550.707) 030804. Discontinued Entitdlement, When the
(reference (1)). Collection of an indebtedness civilian payroll office that is making severance
"from an employee's severance pay is permissible payments to a former ermpIoyee receives official
under 31 U.S.C. 3716 (reference (d)). Additional- notification from a civilian peroninel office or
ly, under 5 C.F.R. 581.103 (reference (I)), sever- other appropriate source that the individual has
ance pay is subject to court-ordered garnish- been reemployed in the Federal service, sever-

ance payments will be discontinued. Discontinu-

j •66
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ation of such payments shall be effective on the With respect to teachers, employment during a

date of reemployment. The total of ainounts normally scheduled shift shall be considered
paid will be reported to the gaining activity or full-time.
agency. This information will be used in deter-
mining future entitlement to severance pay since D. A foreign area is defined as an
total severance pay during an employee's life- area located outside the United States, exclusive
time cannot exceed 1 year's pay at the rate re- of the Commonwealth of Puerto Rico, territories
ceived immediately before separation (5 U.S.C. of the United States, and other areas designated S

5595(c)) (reference (b)). by the Secretary of State under E.G. 10903 (refer-
ence (s)).

0309 ADVANCE OF PAY
030902. Eligibility

030901. Policy
A. The civilian personnel office •

A. Section 107 of the FEPCA (refer- responsible for the employee shall verify the

ence (e)) enacted a new law (5 U.S.C. 5524a) eligibility for an advance by confirming the
(reference (bo)) to allow agencies to make advanc- travel orders and the appropriate pay grade and
es of pay to new hires. However, the DOD has step at the foreign post. If confirmation of the
not authorized the use of these advances, foreign pay grade or step is not obtained, the

current net base pay at the time of the advance
B. Advances of pay for Dotd civilian shall be used.

employees proceeding to or arriving at a pos' of
assignment in a foreign area are authorized, B. An employee may request an
when applicable. An advance of pay is a pre- advance of pay 3 weeks before the estimated
payment made available to an employee in a pay departure date for assignment to a foreign duty
status. A teacher in a nonpay status because of post or up to 2 months after arrival. 0
the summer recess shall be eligible for an ad-
vance of pay. A single, lump-sum pay advance 030903. Counseling. Each employee eligible for
of up to 3 months' net pay may be authorized to an advance shall be counseled by the civilian
an employee with each permanent change of personnel office concerning authorized purposes
station (PCS) to a foreign area. Net pay is base of the advance, repayment requirements, expens-
pay less deductions, allotments, and collections es that can be anticipated at the foreign assign-
authorized at the time of the advance. The ment, and application procedures.

* I advance shall be computed as if the net pay
were received each payday, not to exceed 6 030904. Application. The employee shall re-
paydays. Advances are intended to finance quest an advance on DD Form 2274, "Request
unusual employee expenses associated with and Voucher for Advance of Civilian Pay." The
overseas assignments that often are not other- form serves as the request, authorization, and
wise reimbursed and to aid foreign assignment voucher document.
recruitment and retention. Such expenses may
include trarnsportation, storage of household 030905. Collection of Advance
goods, shipping costs, depo its on living quarters
overseas, and purchase of household iterms. See A. Repayment shall be made by
5 U.S.C. 5927 (reference (b)) and DoD 1400.25-M, payroll deduction over a maximum of 26 pay

CPM Chapter 592, Subchapter i5 (refereice (u)). periods. Deductlionus shall begin the first pay
period after receipt of the advance or following

C. For purposes of this section, a arrival at the foreign post, whichever is later. A
DoD civilian employee is defined as a full-time copy of DD Form 2274 must be sent to the
DoD employee who is a U.S. citizen paid from gaining civilian payroll office for collection when
appropriated, revolving, or trust funds. New payment is made by the losing disbursing office.
hires who are in a pay status and traveling to a
foreign area on travel orders are also included.
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B. Partial or lump-sum repayments, include current, accurate, and complete records

in addition to payroll deductions, shall be ac- of obligations, receivables, and collections.
cepted. G. On an exception basis, an addi-

C. When an employee separates or tional payment on an advance shall be autho-
transfers, the outstanding balance shall be due in rized when circumstances warrant and the
full. Advances of pay are recoverable frooi the employee has not received the full amount of the
employee or the employee's estate by deduction maximum possible advance consistent with the
from accrued pay, amount of retirement credit, employee's pay grade. Examples of circumstanc-
olher amounts due the employee from the Gov- es warranting a second payment, but not ani
errinent, or by other methods as provided in all-inclusive list, are a substantial understatement
DokD Directive 7045.13 (reference (v)). of the maximum advance authorized; inadequate

or inappropriate counseling on the purpose of
D. The Directors of the DFAS Centers the advance; and unforeseeable events leading to

may waive, in certain cases, the Government's a significant increase in the cash outlay require-
right of recovery of an erroneous pay advance in ments of an employee at the foreign assignment
accordance with the requirements in DoD Direc- location.
tive 7045.13 (reference (v)) and 5 U.S.C. 5584
(reference (b)). 0310 SPECIAL PAYMENTS P

030906. Other Requirements or Conditions 031001. Special salary payments will be made
in accordance with paragraph 080102.

A. An employee is authorized only
one outstanding advance at a time, regardless of 0311 AWARDS
the frequency of PCS. If an employee becomes *
eligible for a second advance, the first shall be 031101. General. Chapter 45 of 5 U.S.C. (refer-
liquidated before payment is made for the ence (b)) is the legal basis for the Govern-
second advance request. ment.-wide incentive awards program. OPM

prescribes regulations and instructions under
B. More than one member of a which the awards programs shall be carried out.

household may be eligible for an advance.
031102. Incentive Awards. The head of each

C. Allotment,; and assignments of ad- department oi- agency may authorize the pay-
vances .hall not be authorized. ment of cash awards and incur necessary expens-

es for the honorary recognition of civilian em-
D. Advances shall be paid to employ- ployees. Recognition should be granted for their

ees of another Federal agency on a reimbursable suggestions, inventions, superior accomplish-
basis provided there is an agreement between ments, or oth2r personal efforts which contribute
the other agency and DFAS to make similar to the efficiency, economy, or other improve-
payments to DoD employees. ments of Government operations in connection

with or related to their official employment,
E. Submission of statements and

document5; from the employee establishing the A. Regular Awards. These awards b
need for, and the use of, an advance may be are designed to recognize and reward efforts that
required. substantially exceed normal standards or expec-

tations and result in improved Government
F. Management controls shall be productivity or services.

deveolhped to e!nsure only authorized en.ployees
obtain an advance and complete accountability B. On-the-Spot Awards. These are p
procedures exist for the disbursement and collec- "Special Act or Service" awards (5 C.F.R. Part
ton of pay advances. Accounting records shall 451) (reference (1)) designed to recognize quickly

one-time and short-term Lfforts by employees
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that result in service of an exceptionally high E. Foreign Language Awards. These
quality or quantity. Normally, these awards do awards are paid to qualifying taw enforcement S
not exceed $250. officers who are proficient in, and use, a foreign

language(s) in the performance of their duties.
C. Time Off as an Incentive Award.

Authorized by 5 U.S.C. 4502(e) (reference (b)), a 031103. Payroll and Payment Procedures
time-off award may be granted in lieu of cash (5
C.F.R. 451.301-451.307) treference (1)). A. The civilian payroll office accepts •

the SF 50 or automated systems equivalent from
1. Time off granted as an incen- the civilian personnel office as authorization for

tive award must be used within 1 year fronm the payment of cash awards or granting of time-off
effective date. Sick leave may be granted to an awards. Normally, cash awards will be included
employee who becomes incapacitated for duty in the employee's biweekly pay; however, sepa-
during a period of time off. Supervisors and rate checks will be drawn for awards if specifi-
employees are responsible for scheduling the use cally requested by management.
of this leave within 1 year. The incentive leave
is forfeited if not used within the 1 year time B. Time-off awards shall be posted to
frame. There is no provision for restoring time- the employee's record and reduced when the
off awards, time off is taken and or forfeited. Usage report-

ed prior to the receipt of notification of the 0
2. The maximum amount of award shall be reflected as a negative balance in

time off which can be granted to a full-time the civilian payroll system. Failure of the civil-
employee for a single achievement is 40 hours. ian personnel office to provide notification of the
The maximum amount of Lime off which can be granting of the award within 2 pay periods of
granted to a ftll-time employee within I 'eave the usage shall be assumed to be a time and
year is 80 hours. Part-time employees and attendance error. The usage shall then be con- S
employees with uncommon tours of duty may verted as shown in Table 5-2.
be granted one-half the average number of hours
in the employee's biweekly tour of duty for a C. Cash award payments are subiect
single achievement. The maximum amount of to the withholding provisions of the Federal
time off which can be granted to part-time income tax law, the withholding provisions of
employees and employees with uncommon tours State income tax laws, and the provisions of S
of duty during any 1 leave year is the average FICA. The payroll system will automatically
number of hours of work in the employee's deduct 28 percent Federal tax on special earnings
biweekly scheduled tour of duty. of this nature. The applicable State/local tax

deductions and Social Security/Medicare deduc-
3. Unused time off should be- tions will be computed based on tax information

transferred when an employee transfers from in the employee's current master record. No
one acivity to another, but remains witthin the State/local taxes are withheld for employees
same agency, eg., Army to Army. If an employ- assigned to overseas duty locations unless re-
ee changes his or her agency, any unused time quested by the emplb ee.
off shall be forfeited.

D. Payment to Separate,- Employees
D. Productivity Gainsharing Pro-

grams. These programs use incentive and 1. When possible, the employee
employee involvement systems to improve can be reestablished on the payroll using the last
productivity and to achieve more efficient, known information on 'he r,nploye's master
effective use of resources. Gains resulting from account record for applicable deductions and
these improvements are shared with the employ- mailing address.Sees.

2. If the employee cannot be
reestablirlhed, piymenn can be made by SF 1034,

69

Mbomou" 4



6

Volume 8, Chapter 03 DoD Financial Management Regulation

"Public Voucher for Purchases anr' -Services I. Regular Pay. Regular pay is
Other Than Personal." defined as follows:

E. Cash award payments must be a. For a full-time or part-
included on an employee's LES as well as the time employee who works the same number of
Form W-2. hours per week, the weekly pay rate shall be

equal to the number of hours regularly worked
0312 CONTINUATION OF PAY (COP) FOR each week times the hourly pay rate on the date
FEDERAL EMPLOYEES of injury including premium pay, night or shift

differential, Sunday and holiday pay, and other
031201. The Federal Employees' Compensation extra pay, exclusive of overtime.
Act (FECA), codified in pertinent part in 5 U.S.C.
Chapter 81 (reference (b)), provides compensa- b. For a part-time employee
tion and authorized medical care for all civilian who does not work the same number of hours
employees of the United States for disability due per week, the weekly pay rate will be the aver-
to personal injury sustained while in the perfor- age weekly earnings for the I year period before
mance of duty. Regulations governing injury the date of injury, exclusive of overtime.
compensation are contained in 20 C.F.R. Part 10
(reference (w)). c. For an intermittent or

part-time employee, either permanent or tempo-
A. Civilian employees are entitled to rary, who does not work each week of the year

medical care and compensation for absences due (or the period of appointment), the weekly pay
to traumatic on-the-job injuries and disease rate equals the average of the employee's weekly
sustained while in the performance of duty. earnings during the 1 year period before the
Traumatic injury is not the same as disability injury. It is computed on the basis of the total *
from occupational disease. Eligible employees earnings divided by the number of weeks
are entitled to up to 45 calendar days of COP for worked (partial weeks worked are counted as
traumatic injury, whoic weeks). The annual earnings used for this

computation must not, however, be less than 150
B. The FECA is administered by the times the average daily wage earned within 1

OWCI', U.S. Department of Labor, through year before the date of injury (the daily wage is
district offices. Each civilian personnel office the hourly rate times eight).
maintains the district address that services its
region. 2. Standby premium, night or

shift differential, Sunday or holiday pay, or other
031202. ContinuationofPay-Traumaticlniury. extra pay should be included in regular pay in

all instances. Overtime pay, however, most nc,t
A. Entitlement to Continuation of be made part of COP except in the case of

Pay. An employee who sustains a disabling job- firefighters. If a salary increase (pay raise, step
related traumatic injury is entitled to the contin- increase, promotion, etc.) occurs during the 45-
uation of regulai pay for a period not to exceed day period, the new salary rate as of the effec-
45 calendar days for each occurrenc,:. The pay is tive date of the increase will be used for comput-
.i: jbject to income tax, retirement, &ocial Security ing the remaining COP.
and/or Medicare, and all other normal deduc-
tions. The pay for a separated employee who is B. Conti version. Sometimes an
entitled to COP will be subject to income taxes, agency objects to . ]ing a claim for COP, either
Social Security and/or Medicare, if appropriate, for one of the reasons provided by regulation or
No other deductions will be taken, The injured for some other reason. This action is contrmver-
employee's. pay must continue unless the claim sion. The employing activity may controvert a
is controverted by the employing activity, claim by completing the indicated portion of

Form CA-l, "Federal Employee Notice of Trau-
mnatic Injury and Claim for Continuation of
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Pay/Compensation," and submitting detailed pensation from OWCP. The employee's sched- L)
information in support of the controversion to uled nonwork days are included in determining
the OWCP. the 45 days if medical evidence supports that the

employee is disabled; however, there will be no
C. Termination of COPl. When pay is COP paid for those nonwork days.

continued after the employee stops work because
of a disabling injury, it must not be interrupted E. Light-duty Status. When a deter-
until the earliest of one of the following occurs: mination can be niade that an employee is p

capable of performing light duty after an
1. The employee has not provid- on-the-job injury, COP is chargeable against the

ed prima facie medical evidence of injury-related 45-day entitlement when a personnel action has
disability within 10 days after the employee been taken to:
claims COP or the disabiiity begins or recurs.

1. Assign or detail the employee
2. The activity receives medical to an identified position for which a position

infornation from the attending physician to the description exists which is classified at a lower
effect that the employee is no long'r disabled. salary level than that earned by the employee

when injured;
3. The activity receives notifica-

tion from the OWCP that pay should be termi- 2. Change the employee to a
nated. lower grade, or to a lower rate of basic pay; or

4. A total of 45 calendar days 3. Change the employee o a.
has elapsed. different schedule of work which results in loss

of salary or premium pay authorized for the i *
5. The employing agency re- employee's normal administrative workweek.

ceives evidence that the employee is partially
disabled and the emp oyee refuses suitable work. An employee placed in light duty status who

refuses to work after suitable work is offered is
6. The employee's scheduled not entitled to COP.

term of employment expires and the date of
termination has been established prior to the F. Recurrence of Disability. Should
date of injui'y. an employee suffer a recurrence of the disability,

the regular pay can be continued, providing the
D. COP Period. The 45 days are 45 calendar days were not all "used" during the

calendar days. If the employee has stopped initial period of disability. This is applicable,
work because of the disabling effects of the however, only during a 90-day period beginning
injury, the period starts at the beginning of the from the date the employee first returned to
first full d o- or first full shift on which the work following the initidl disability. If a recur-
disability begins. The activity will keep the rence happens after the 90 days have expired,
employee in a pay status for any fraction of a the regular pay should not be continued 0l-
day or shirt on which the disability begins with though some of the 45 days may remain "un-
no charge to the 45-day period. If the employee used," In such instance, the employee is entitled
stops work for only a portion of a day or shift only to compensation payable by OWCP.
(other than the day or shift when disability
begins), that day or shift will be considered as I G. Use of Leave Instead of COP
cah'ndar day. If an employee is not immediately
disabled as a result of the injury, the 45 days 1. Anemployeemayuseannual
will begin on the first full day or the first full or sick leave to cover all or part 'f an absence

o shift when disability begiis. The initial use of due to an injury. If an employee elects to use
COP must begin within 90( days of the date of leave, e,-h full or partial day for which leave is
injury or the employee is only entitled to com- taken will be counted against the 45 days of
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entitlement. Therefore, when an employee vses status while receiving OWCP compensation.
COP intermittently along with sick or annual These employees may buy back, and have rein-
leave, entitlement is not extended beyond 45 stated, all annual and sick leave used for time
days of combined absences, lost from work due to injury if OWCP approves

their claims for compensation.
2. An election of sick or annual

leave is not irrevocable. If an employee who has 031203. Buy Back of Leave
elected leave for the period wishes to elect COP,
the employing activity mi-st make such a change A. General. When an employee elects
on a prospective basis from the date of the to take sick or annual leave, or both, subsequent
employee's request. When the employee wishes to the completion of 45 days of COP or in the
to have leave restored retroactively, the employ- case of occupational disease, and the claim for
ing activity must honor the request, provided the compensation is subsequently approved by
employing activity receives prima facie medical OWCP, the employee may arrange with the
evidence or injury-related disability for the civilian payroll office to buy back the leave used
period. A corrected time and attendance report within 1 year of the date the claim was approved
is needed to authorize a change from leave to and have it recredited to the leave account. The
COP. civilian payroll office shall make arrangements

with OWCP to have compensation for the
3. Leave Status of Employees "buy-back" period paid directly to that office.

Eligible for COP After receipt, the civilian payroll office will
notify the employee of the amount to be repaid

a. These employees must be and the method of repayment. An employee
placed in a leave status for time lost from work who elects to use sick or annual leave, or both,
due to injury in excess of the 45 days of COP. during the 45-day period of COP may not buy ,
They may take annual or sick leave, or LWOP, if back the leave by claiming compensation for
necessary, until OWCP approves their claims, such period.
Employees who are receiving OWCP compensa-
tion after the 45-day period must be in a LWOP B. Computation. The gross amount
status, paid for leave used during a period retroactively

covered by compensation must be recovered; 0
b. These employees mu.,t however, certain deductions may be recovered

buy back annual or sick leave taken under by payroll adjustment. The amount recovered
subparagraph 031202.G.3,a. when they are from the employee and/or OWCP will depend
awarded crompensation by OWCIP except under on whether payment for the leave was made in
subparagraph )3l2)2.GX.3.,-. They cannot rcL'x C the current year or in a prior year. See Figures
dual compen.sation for pay and leave and OWCP 3-1 and 3-2 for examples.
compensation for that time lost due to injury.
The leave will be rcinstated when bought back. C. Current Year Recovery. The

amount to be cfllect,2d for leave payments made
c. Employees eligible fo" in the current calendar year will be the net pay

COP' who take annual or sick leave for time lost plus deductions for bonds, savingý illotments,
due to injury instead of COP are not eligible for alimony and/or child support, rent, indebtedness 0
OWCP compen-ation for that leav2. Such emn. Io ihe United States, and any other deductions
ployees may not buy back that leave and have it for which 'he employee received value, but
reinstated. cannot be otherwise collected. Deductions that

will be reversed (if applicable and if the monies
4. Employees not eligible for are recovered) in the payroll system are

COP must be in a leave status during absence CSRS/FERS, Social Security/Medicare, Federal 1
due to injury. They may take annual or sick tax, health benefits, (if OWCP payment is for
leave or LWOP while awaiting OWCP's decision more_ than 28 days), group life insurance (basic
on their cliims. They must be in an LWOP and optional), State tax, city or local tax, union
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dues, charitable contributions, military service the payment of backpay and reasonable attorney K
credit deposits and civilian service credit depos- fees for thc purpose of making an employee
its. Adjustments to earnings to date for other financially whole (to the extent possible). Pay-
than those items reversed in the payroll system ment of backpay can be made when, on the basis
shall be made. Amounts collected from the of a timely appeal or an administrative determi-
employee and/or OWCP shall be taken up as a nation (including a decision relating to an unfair
cash refund on a voucher for disbursement labor practice or a grievance), an appropriate
and/ or collection, authority finds that the employee was affected

by an unjustified or unwarranted personnel
D. P~rirYear Recovery. The amount action, Such action must have resulted in thec

to be collected for leave p~ayments made during withdrawal, reduction, or denial of all or part of
a prior year will be the gross amount less the pay, allowances, and differentials, otherwise
CSRS/FERS, Social Security and/or Medicare, due the employee. Civilian personnel offices
and FEGLI. The procedure in subparagraph will determine entitlement to payment of back-
031203.C. will be followed for payroll reversals pay which will be indicated in the remarks
tid cash collection. The credit to CSRS/FERS section of the SF 50.
will be posted as a separate credit line item on
the fiscal side of the SF 2806/3100 indicating the 031302. Coreting Unjustified or Unwarranted
year for which the adjustment was made with an Personnel Action
explaniltion in the "Remarks" column. Adjust-
ments for Federal, state, and city/local income A. When an appropriate authority
taxes are not authorized. The Form W-2 pre- corrects or directs the correction of an unjustified
pared for the employee upon separation or at the or unwarranted per.sonnel action, the employee
end of the payroll year, as appropriate, will not shall be deemed to have performed service in the
include any tax adjustments for a prior year. A DoD during the period covered by the corrective
certified statement must be prepared to go with action and the civilian payroll office shall corn-
the current year's Form W-2. It will state that a pute, for tl'e period covered by the corrective
refund for prior year was made in the action, the pay, allowances, and differentials of
amount of $ but that the gross wages the employee as if the improper personnoel action
shown on the current year Form W-2 have not had not occurred. In no case, however, will the
been reduced by the amount of the refund, employee be granted more pay, allowances, and

differentials under the backpay law than they
E. Partial Payroll fLeductions. If cir- would have been entitled to if the improper

cumrstances warrant, the amount due from the personnel action had not occurred.
employee, after recovery of thle amount repaid
by OWCP, may be repaid by partial payroll B. When an employee',% total interim
deductions. Adjustment of those deductions to earnings (including those from other Federal
be revversed on the payroll will not be accom- employment) exceed the total amount of back-
plished until the full amnount has been repaid. pay, the excess amount may be retained by the

employee (Comp. aen. B-194777, October 3(1,
F. Recredlitinsg of Leave. The full 1979) (reference (p)).

amount of leave used during the "buy-back"
period will be recredited to the employee's leave C. When an employee has, been
account. However, leave boug'ht back may not separated, corrective action i! comp "ted on the 6
be recredlited until the total amouint has been da~te the DoD has reasonably set, with written
repaid. notice to the emrployee, for return to dluty. Until

that date, the erroneous action is iný effect.
(1313 BACKPAY Failure by the employee to report for duty on

the date set by the DoD may result in the em-
031301. Gene-ral. Section 5596 of 5 U.S.C. ployee being charged annual le~ave, leave with-b
(reference (b)) and implementing regulation.% in out pay, or absence without leave for the period
5 C.F.R. Pi, Subpart 1-1 (reference (1)) authorize from the date set for return (.f the employee to
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Work UntIll fle dat2 (i~e effPloyee actually rC- juties for reasowq not irelated to, or caused by,
turns to work. However, -an employee who the unjustified or unwarranted personnel action.
nesigns instead of returning to duty is still enti-
tied; ik, backpay, sio.e fkcre Is 1,10 Mlquirentent 2. In complting anl employee's
that 6t.it employee mo return to duty. In such pay, it is necessary to include any wihtun-grade
a case, the employee will receive backpay up to increases (WGI) to which the employee liecame
the olaie that the eimpgoy'ee is legnitmateiy sepo- oltltded dui-ing tile period covek-ed by the c:or-
rated, vohtico tr;4y r, btc the drate ihLo theý Ch'- MCLC prn aCEtion. WVheni(lie grant or
piovce is requkested to -eport for J~uly, denial of a WGI requires anl ac-cepiabie level oif

competence determination, under 5 C.F.R. Part
J31S.U3 Backfpav Conmoolai;Oas 531, Subpart D (roterence (I)), theý requirements

for sich a uceteirmination, including the eight of
A. General. In compothig thle reconsideration anid appeol, must be followed

amount of gross backpay due anl employee, the (even fthough the determination is made retroic-
civilian payr!oli office must include premium pay lively) beiore the WGI may be included in the
and any changes wviich would affect ihe amount coir'uitation of the amount (if tiackpay due the
of pay, Lliowafces, ;arJ ieetd which. ilhe emiployec. It s!-ould be noted thai the regula-
employee would hiuvc earned it mhe unjustified tions governing WGls waive the requirement of
or unwarrantvd ' ersomnel action had not oc- an acceptavie lev'el of competence determinatlion
cut-red. The computation of toe net backpay to when the employee had less thian 0) days of
which an ewployee is eraitieu it; a iihiev-silep service during the final 52 calendar weeks ot tile
Process: interim oCk outside e!arnings fcom Cir-i- waiting periou because o4 the unjustified and
ployment taken to take thle place of Governmieni uiiwar~anted personnel acti(!n (5 C. FR.
employment mnus! hi! deauctd ~romn the gross 5314J39(d)) (refeeence (1)).
backpay due tne C111f.toyec.: !rrt),eOu,; payments0
recclu ce. lroOO thu ýovurrnniert ,is a Icsult oi ail J. In coniputirA 11W backptay of
unjustified or uilwarranted perisonne! action an ernploy'ee who is restored to the rolls after an
must be duducted ;*ion net backpay due ille improper personnel action, any covertimne thle
emnployee; and Uiiier aulthOal~ed deductions, employee would have earned during the period
Authorized deducd'ooý; which include retirement of the erroneous separation is to be included in
deductions computed on gross basic pay for thle flie backpay even though thle overtinic was not

0 perioudr of aaioi Fed.oral and State taxes actuaily scheduled. The method of computing
compu~ted or: swt baciqpa afier uceductionzs for overtime incident to a backpay award due an
interim net earnings, and heualth benefits prerni- employee May Iv based onl the average nurober
uns, it any, Iray; Ie a,joa 1mmi the, wmnaining of tive; imei hours worked by felow ValinpiyVos
backpay due ,ht emnployee, occupying similac positions, during thle samne

period. (41 Coni p. Gen. 273 (191)1)) (referenice

S. mp~ CMithlo ol Gross, lackpa y (p)).

I . d 5 CAýAKR. 950,80~5(c) .4. An emplo 'yee who shoulid
(re~ e et n tto~ ma nt ay xakpv iý.vi neroi selected fet overimev vvork because a

f .or .11 yicrinoo denrig ivoich mei cnmplfoycCe was regUlation or colle1ctive bargaining agreement
nlot ready, williog, 6no ilile to performi iheit provided for assignment of overtimei work in a
duties bevcause oA an incapacitaiting illne.ss. pres;crihI'd mranner is entitled to btackpay lor the
HoWevcer, th. emnploying agency must grant, ov-ertimei nioi worked if the regulation or nondis-
upon request of the employee, anty sick or annu- cretiori,;ry provision oif thle agreement is violated.
al leave to the employee's credit to) cover the 'The appropriate authority must find that tile
Period of incapacity b 'y reason of illness or action taken was, unjustified or unwarranted and
injury. In adodoilO, a;- ageilZY bnay not pay dircet that ci rreciive action ie taken. 'The over-
backi- y fce, rx pri .c:. durio)4 Iich thee- 01-11 Will be Lompute'd tin the býasisL of' thU nuni-
Plo)yce, Ias han s I i)i.~ P Ie11tonAn~cL Of their her of riours workea ny tne cnmpioyce selected it)

perform flthe overtinme work during the same

74



DoD Financial Management Regulation Volume 8, Chapter 03 6
period (54 Comp. Gen. 1071 (1975)) (reference weeks, whichever would represent a fairer
(p)). approximation of the employee's earnings if he S

or she had actually worked) and use these
5. Any allowances or differen- average weekly hours to make the necessary

tials which the employee would have received if computations.
the improper personnel action had not occurred
are included in the amonnt due the employee. C. Computation of Net Backpay'
This is true even though the employee did not S
physically remain in the location giving rise to 1. Under 5 C.F.R. 550.805(e)
entitlement to the allowance or diffe~rential (40 Kreference (1)), the civilian payroll office must
Comp. Gen. 479 (1961), 52 id 860 (1973), and 59 deduct any amounts earned by an employee
id 261 (1q80)) (reference (p)). from other employment during the period

covered by the corrective action, The amount of
6. In determining the amount of entitlement is the difference between the amount S

irregular or intermittent pay for physical hard- of compensation the employee would have
ship or hazard duty to which a GS employee earned, including all premium pay, and the

would have been entitled, the civilian payroll amount actually earned in employment during
office may determine the number of days per the period covered by the corrected personnel
week the employee performed each type or action. The amount earned in employment
irregular or intermittent hardship or hazard duty obtained to take the place of Federal employ- •
during the 52 weeks preceding the unjustified or ment means net earnings, that is, gross earnings
unwarranted separation for which they would less losses and certain expenses incurred in
have been compensated. The civilian payroll connection with the interim employment or
office may use an average of the amounts to business (34 Comp. Gen. 382 (1955)) (refem-ice
make the necessary computations. (p)). However, losses sustained in a venture

unrelated to that separation are not allowable for O
7. Payment of envirt.nmental deductions (35 Comp. Gen. 268 (1955)) (reference

differentials on an actual exposure basis or on (p)).
the basis of hours in a pay status must be com-
puted in accordance with OPM's regulations and 2. The only earnings from other
instructions. The DoD determines entitlement to employment that may not •e deducted from
such differentials on the basis of the 52 weeks backpay are earnings from outside employment
preLeding the unjustified or unwarranted separa- the employee already had before the unjustified
tion for which the FWS employee would have suspension or separation. For example, if an
been compensated, employee work- d 210 hours on an outside part-

tilme job prior to separation from Government
hl. When DoD is not able to employment, and during tltv period of separa-

determine with certainty the number of hours tion worked 40 hours, tile anmount representing
which the intermittent employee would have the 20 hours additional time worked would be
worked during the period covered by the cor- offset against the backpay computation. To
rected personnel action, the civilian payroll office clearly establish whether the pay for outside
may estimate the amount of backpay. This employment increased substantially during the
estimate is determined by taking an average of period of separation, the Eol) should obtai.i a
the number of hour worked by other "mply p ves statement or affidavits from the employee cover- 5
of DoD under the same type of appointment and ing his or her outside earnings.
performing the same kind of work to which the
employee in question would have been assigned D. Computation of Interest on Back-
during this period. Or the civilian payroll office pay Awards
may determine the average number of hours a

leweek the employee actually worked for a repre- 1. The statute provides for
sentative period preceding the unjustified or paymont of interest on all back pay awards
unwarranted personnel action (such as 20 or 52 under 5 U.S.C. 5596 (reference (b)) that became
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final on or after December 22, 1987. In most has been in receipt of retirement annuity pay-
cases, the actual date of the award or decision is ments (either special payments or regular annu-
not the date the decision becomes final, i.e., no ity payments) is indebted to the (evernment for .

longer subject to reconsideration or higher leiel the gross amount of retirement annuity pay-
review or appeal. Interest begins to accrue on merits authorized for the period covered by the
the effective date of the withdrawal of pay, corrective action. Because the gross amount of
allowances, and differentials. As a result, most annuity payments had already been reduced by
computations will involve a series of effective required health benefits and life insurance pre-
dates--one for each date (usually a pay date) on miums, the civilian payroll office recovers an
which the employee failed to receive an amount amount of annuity from the backpay award
of pay, allowances, and differentials because of equal to the gross annuity less health benefits
the unjustified or unwarranted personnel action. and life insurance premiums, and transfers that
FPM Letter 550-78 (reference (q)) sets out specific amount to the retirement system. CSRS and
procedures for the calculation of back pay and 5 FERS then recover the amounts paid from the
C.F.R. 550.806 (reference (I)) addresses the com- gross annuity for health benefits and life insur-
putation of interest. ance from the respective carriers for those pro-

grams, and the retired employee's account is
2. The DoD must issue the satisfied. The civilian payro~ll office then must

interest within 30 calendar days of the date on collect from the backpay due the employee the S
which accrual of interest end's. If issuance of the required amount for health benefits coverage
interest payment is delayed more than 30 calen- duri-ig the period following restoration and
dar days after the date on which accrual of transfer that amou:nt, plus the agency's share, to
interest ends, interest must be recomputed based OPM on the SF 2812.
on a new ending date mceiing the 30-day re-
quirement. a. As an example of the P 0

above instruction, consider thal the retired
3. The applicable interest rate is employee was entitled to a gross aanuity of $500

the "overpayment rate" adjusted quarterly by the per month less $50 per month for health benefits
Secretary of the Treasury and published in an coverage and $50 per month for unreduced basic
IRS Bulletin issued before the beginning of each life insurance coverage after age 65, and optional

* quarter. insurance. The ,iet amount payable to the annu-
itant in this example was $400 per month. If the

4. Interest is computed in accor- period of erroneous annuity payment was for
dance with the formula or computer software only one month, the gross indebtedness was
provided to civilian payroll offices by OPM. $500. However, the net amount of indebtedness
Taxes will not be withheld froim interest pay- to be withheld from th. backpay award is $400
merits on backpay awards. The civilian payroll (the amount the annuitant actually received). S
office will provide employees with a Form 1099-
MISC for all interest payments. According to b. Erroneous separations
FPM Letter 550-78 (reference (q)), OPM has re- resulting in indebtedness to the retirement fund
quested a formal opinion from IRS regarding the may occur in a number of circumstances, includ-
tax status of interest on backpay. ing: an erroneous separation resulting from

removal for misconduct or poor performance
E. Erroneous Payments. The follow- that is subsequently overturned on appeal; a

ing deductions are mandatory and necessary to reduction-in-force action that is subsequently
achieve the "make whole" purpose of the back- overturned on appeal; separation for retirement
pay statute: that is subsequently determined to have been

coerced; and erroneous separation for retirement
1. Retirement Annuity Pay- because of incorrect counseling about eligibility

ments. Any employee who, as a result of sepa- for retirement. The civilian payroll office must
ration that is subsequently determined by an deduct the amount of the net erroneous retire-
appropriate authority to have been erroneous, ment payments from the backpay award and
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submit a check for the appropriate amount account. There is no authority to permit an
(payable to the U.S. Office of Personnel Manage- employee to elect to retain payment or receive
ment) to the U.S. Office of Personnel Manage- credit for the leave. The procedures for collect-
ment, Funds Control Branch, Roo.n 1312, 1900 E ing leave payments are in subpiagraphs r)
Street, N.W., Washington, D.C. 20415. 031203.C. and 031203.D.

2. Refund of Retirement Contri- 5. The order of precedence for
butions The retirement law (5 U.S.C. 8342(a)) deducting erroneous payments from backpay
(reference (b)) authorized refund t/ an employ- awards when the net amount of backpay is
ee's retirement contributions only upon absolute insufficient to cover all the deductions is as
separation from the service or transfer to a follows: retirement annuity payments or refunds
position not subject to the law. An employee of retirement contributions, severance pay, and
must be separated or transferred for at least 31 lump-sum payment for accrued annual leave.
consecutive days to be eligible for this refund.
Therefore, a refund of retirement contributions a. Employees may request
paid to an employee based on a separation that OPM waive recovery of erroneous payments
which is subsequently found erroneous and of iny amount from the Civil Service Retirement
canceled by restoring the employee to duty and Disability Fund. Requests for waiver should
retroactively so that there was no break in be submitted to U.S. Office of Personnel Man-
service removes the legal basis for the refund. A agement, Office of Retirement Programs, Recon- •
refund which was paid in error represents a debt sideration and Debt Collection Division, Room-
due the retirement fund which must be deducted 3457, 1900 E Street, N.W., Washington, D.C.
from any backpay entitlement. If the restored 2(1415. (Employees also may submit requests to
employee is entitled to backpay, the civilian this address to repay debts owed to the Civil
payroll office should contact the OPM to deter- Service Retirement and Disability Fund 1,y
mine the amount of refund, if any, to be offset installment deductions from salary,)m •
against the backpay entitlement. A check for the
appropriate amount should be submitted to b. For severalce pay and
OPM, at the address shown in subparagraph lump-sum annual leave payments, any net
031303,E.1.b. indebtedness remaining after liquidaliun of

backpay is subject to waiver (by GAO or DFAS,
3. Severance Pay. The severance as applicable) under the authority of 5 U.S.C. I

pay paid to an erroneously separated employee 5584 (reference (b)).
at the time of his or her removal must be de-
ducted from the backpay award upon restoration F. Other Authorized Deductions
to duty.

1. The retirement contribution is
4. Lump-sum Payment for computed on the employee's gross backpay B

Annual Leave. The lump-sum payment that an subject to retirement and deducted aftersubtract-
erroneously separated employee received upon ing the earnings from outside employment.
his or her removal must be refunded by the Even if no amount of backpay is due the em-
employee upon cancellation of the separation ployee, because of excessive outside earnings,
action, This is because the lump-sum payment the employee must remit the appropriate amount
for annual leave is authorized under 5 U.S.C. of retirement fund contributions to the DoD in
5551(a) (reference (b)) only upon separation from order to receive full retirement credit for the
the service. Therefore, when a separati( n is period of the unjustified or unwarranted separa-
canceled and the employee is restored to duty as tion (Comp. Gen. Decision B-235638, December
of the date of separation, the lump-sum payment 4, 1990) (referene (p)) and (5 U.S.C. 8334(c)
is considered erroneous. Any lump-sum re- (reference (b)).
ceived by the employee must be offset against S
the employee's neckpay award, and the leave 2. Income tax withholdings art-,
must be recredited to the employee's leave not computed on gross backpay before deduc-
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tions from outside employment. Rather, interim ments (gross retirement less the amount with-
net earnings (i.e., gross earnings less losses and held for health benefits and the amount withheld
certain expenses incurred in connection with the for post retirement basic life insurance) amount- 4)
interim employment or business, but before ing to $10,000. During the period covered by the
income tax withholdings), if any, must be de- corrective action the employee earned $11,000
ducted from the gross amount of backpay and from outside employment (interim earnings).
income tax withheld on the remainder (unpub-
lished Comp. Gen. Decision B-125762, November Gross backpay ................................................ $32,420
19, 1957) (reference (p)). Lss interim earnings .............................. $11,0MU)

N etbackpay ................................................... $21,420)

3. Health benefits premiums for
an employee restored to duiy followig an Less erroneous payments
erroneous separation for retirement must be Erroneous rtirement payments
deducted if coverage under the health benefits (not including FEHB and FEGLI
program continued without interruption during Premiums) ............................................. $10,000)
the erroneous retirement. Erroit *us lump-sum payments

for annual leave .................................... $ 1,001)
G. Examples of Backnay Computa- Total ....................................................... $11,000

tions. The following examples are set forth as an Net backpay ................................................. $10,4a) •
aid to computing back pay (figures are not actual
but illustrative only). Less other authorized deductions

Retirement deductions computed on
Example I gross basic pay ($31,01X) ....................... $ 2,170
An employee's gross backpay computation Federal tax computed on net
(based on basic pay only) amounts to $10,000. backpay ($21,420) ............................. $3,026 90
During the period covered by the corrective Staie tax computed on net back-
action the employee earned $7,0001 from outside pay ($21,420) ......................................... $1,200
employment (interim earnings). Health Benefits Premiums .................... $1,116

T o tal ......................................................... S 7,5 12
G ross backpav .............................................. $I0),O00
Less interim ealning ...................................... $ 7,000 N et backpay ................................ .................. $2,9118 0
N et backpay ................................................... $ 3,000i
Less authorized deductions 031304, Restoration of Leave. Under 5 C.F.R.

Retirement deductions computed 550.805(g) (reference (1)), annuial leave that is
on gross backpay ($10,100)0) .......................... $700 restored to an employee as a result of the correc-

Federal tax computed on net back- tion of an unjustified or unwarranted personnel
pay ($3,000) ............................................ $ 325 action and that is in excess of the maxiirum-
State tax computed on net back- leave accumulation authorized by laW must be
pay ($3,0(I) ................... $ 97 credited to a separate leave account for u.;e by

ir Total deductions ..................................... $1,122 the employee. Annual leave in such a sepacate
Net Backpay .................................................. $ 1,878 leave account must be scheduled and used as

follows:
Example 2
An employee t'srors�s ,h,-kpay computation A. For a full-line eiitiloyee, exces!"
amounts to $32,420, broken down by: annual leave of 416 hours or less muos b, sched-

Basic pay ................... . .... ............... 531,001) uled and used by the end of the leave year in
Overtime pay .......................................... $ 300 progress 2 years after the date On, which the
Holiday pay .................. $ 12(0 annual leave is credited to the separate accotnt.
On-call pay .......................................... $ 1,001)0 This period is extended by I leave year for eu.c,.-

additional 2U8 hours Mof excess annual leave " 1_
The employee received lump-sum payments any portion there-of. Note: For both part-time
amounting to $I,0M(X, and nit retirement pay- ant) full-time employees, the ending dite tOf thil
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time limit for use of excess annual leave is not vill continue as though the erroneous action
necessarily exactly 2 years, or the additional never occurred. However, retroactive salary 5
years, as appropriate, from the restoration date. deductions for life insurance shall not be with-
Rather, the time limit ends at the end of the held from any back nay awarded for the period 4)

appropriate leave year. of separation or suspensiun. If death or acciden-
tal dismemberment occurs during the period

B. A part-time employee shall sched- between the employee's removal and zhe finding
ule and use excess annual leave ir' an amount that the separation was erroneous, insurance
equal to or less than 20 percent of the pioceeds will be paid and premiums will be
employee's scheduled tour of duty over a period withheld from the back pay award for the period
of 52 calendar weeks by the end of the leave of separation or suspension (5 U.S.C. 8706(d)
year in progress 2 years after the date on which (reference (b)) and (Federal Employees Group
the annual leave is credited to the separate Life Insurance Handbook for Personnel and
aiccount. The agency shall extend this period by Payroll Offices) (reference (x)). a
I leave year for each additional number of hours
of excess annual leave, or any portion thereof, 2. An employee who had no
equal to 10 percent of the employee's scheduled insurance coverage prior to an erroneous suspen-
tour of duty over a period of 52 calendar weeks. sion or removal and who is restored to duty

after the closing date of an open season for life
C. To determine the time linmittioitn insurance which occurred during the period

for use, of restored leave, see paragraph 050403. between the employee's suspension or removal
and restoradion is entitled upon restoration to

031305. Health Benefits and Life Insurancc elect life insurance coverage, as permitted during
the open season. Since coverage for basic life

A. Health Insurance, Title 5 U.S.C. insurance is automatic, the effective date is the
8908 (reference (b)) provides that if the enroll- first day in a pay and duty status. For options
ment of an employee who was removed or A, B, and C, the effective date is the first day in
suspended without puy was terminated, and the a pay and duty status on or after the date the SF
employee is ordered restored to duty on the 2817 "Life Insurance Election" is received by the
grounds that the removal or suspension was employing office. An employee who had life
unjus.tified or unwarranted, he or slh may elect insurance coverage prior to an erroneous suspen-
to (1) have the prior enrollmer,nt reinstated etro- sion or removal and who is restored to duty
active to the date it was terminated, with appro- after the closing date of an open season for life
priate adjustments made in contributions and insurance which occurred during the period
claims, to the same extent and effect as though between the employee's suspension or removal
the removal or suspension had not taken place, and restoration, is entitled upon restoration to
or (2) enroll the same as a new employee. Note: elect additional life insurance coverage, as per-
the statutory p .wisi:rs of 5 U.S.C. 8908 (refier- mitted during the open season. The effective
ence (b)) do not apply when an employee was date is tie first day in a pay and duty status on
erroneously separated for retirement under or after the date the SP 2817 is received by the
conditions which entitle him or her to continued employing office.
enrtdlhnenl. In such cases, there is no noeed to
restore health benefits coverage; it was trans. 031306. Payment of Reasonable Attorney Fees.
fer,' to the reti..remnt. y.tem. and automatical- Section 5596(b)(1)(A)(ii) of 5 U.S.C.(reference (b))

6,J ly continued, provides for payment of reasonable attorney fees
in accordance with the standards established

B. l,ife Insurance under 5 U.S.C. 7701(g) (reference (b)), under
certain conditions. Under 5 C.F.R. 550.807

1. If an employee is retroactively (reterence (I)), such payment is available in all
S re.;tor, I to duty with pay after an ck',Muou, backpay case:, without regard to the nature of

susti-nosion or removal, any insurance cv''Tr',ge the !as,' "r te eppmopriate authority in the case,
"the employee had before !he improper atotii ('iviliai pvrsonw'l offices will determine entitle-
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ment to payment of attorney fees and indicate C. Payments. Payments at the rate to
the amount in the remarks on the SF 50. which the employee was entitled immediately

before the order of evacuation/departure may be
031307. Reporting Backpay to State Agencies. made to the employee, or payments in the form
If an employee is awarded backpay, see subpara- of allotments may be made to an adult family
graph 060105. regarding notification of the State member or designated representative.
agency.

031402. Transmission of Data to Safe-Haven
0314 EMERGENCY EVACUATION PAY- Post
MENTS

A. To the extent possible and practi-
031401. Purpose. This section prescribes the ca!, pay, leave, and other significant data will be
responsibilities of the civilian payroll offices in sent from the evacuated installation to the safe-
the event of evacuation of civilian employees or haven post as soon as possible after the evacua-
their dependents under the provisions of the tion order has been issued so that they will be
DSSR, Chapter 600 (reference (t)). Civilian available to support further payments. Some of
payroll offices will use these procedures when the possible methods of communicating such
evacuation for military or other reasons of data to the safe-haven post are shipping a ma-
national interest or because of imminent danger chine or manual listing of the data; shipping the
ioŽ their lives has been ordered by the proper last complete payroll together with appropriate
authority. The place these persons are evacuated notations and changes; transmitting the essential
from may he within or outside the United States. data over available telephone, telegraph, or radio

facilities; shipping the actual payrl11, leave, and
A. Forms. DD Form 2461, "Authori- otherappropriate records; providing theevacuat-

"zation for Emergency Evacuation Advance and ed employees and dependents at the time that
Allotment Fayments for DoD Civilian Employ- the evacuation is ordered with a statement of
ees," is used to authorize and record emergency essential data in a locally reproduced format.
payments to employees and dependents. Tilas
record is kept by the civilian payroll office to B. For the most part, the conditions
record these payments on the permanent records. and cirnumstances existing at the evacuation
SInformation c.n this form may, in avpropriate installation will determine the method andino nilon ti fr , in
cases, be disclosed to other Federal agencies (INS, timing to be followed in transmitting the data.
SSA, OPM) to state and local taxing/welfare The safeguarding and preservation of thlt! pay-
authorities, and to certain private organizations roll, leave, and travel records are matters of
for crediting the paynwot: to the employee's primary concern from a fiscal point of view
account. Before payment can be made to the because of tie continuing need of the records
employee or his dependents, aln application for after the c('nditions which gave rise to the emer-
payment of aniounts due the evacuated civilian gtn:y evacuation have b~een resolved. Accord-
employees or family members is required. ingly, steps as r,2cessary to safeguard and pre-

serve the records should take precedence over
B. Determining entitlement and the immediate need for themn at the safe-haven

ayee. Determine specific rates of entitlement, post.
duration of evacuation/departure payments, and
eligible allottees as follows: 031403. Action Upon and During, Evacuaiiou.

To the extent possible and practicable, employees
1. For employees at foreign and dependents remaining at the evacuated

installations, use the USSR, Chapter 600 (refer- installation will continue to be paid in accor-
ence (t)). dance with the normal fiscal procedures of that

installation. If advance payments are authorized
2. ,Jor all, Ilth, eiOplOsU's, (.", to be made to persons being evacuated, a special

FPM Supplement 9901-2, Chaper 5rift, A.-pendix (., 1ance payroll will be prepared in accordance
A (reference (k)). wilt normal payroll procecdures and charged
.. o 81O
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against the appropriate funds available to the Ax,
installation. 0

031404. Action Upon Assignment of an Evacu-
ated Employee

A. Return to Former Place of Employ-
ment .

1. The disbursing officer 'in his
or her official capacity) will obtain a record of
payments made to the employee and dependents
from the safe-haven post and immediately
request the appropriate DFAS Center to furnish
from its records the total amounts paid to each
employee and dependents during the time of
evacuation.

2. Upon receipt of the payment
information from the DFAS Center, the disburs..
ing officer (in his or her official capacity) will
reconcile all amounrts paid and determine the
amounts due the employee. A final payroll will
be prepareu to settle the employee's pay account
subsequent to the last normal payment, This
payroll will include all deductions which were 0 *
suspended during the period of evacuation.

B. Assirnment to an Installation
Other Than One from Which Evacuated, The
fiscal officer will take all action required in
subparagraplis 031404.A.1. and 2. In addition,
the disbursing officer (in his or her official
capacity) will initiate a requist to the former
employing activity for the date of the last normal
payment and all other pertinent information
which normally would be furnished by a releas-
ing activity. A new pay record will be estab-
lished on the basis of the information obtain ,.
When the required information cannot be ob-
tained from the employee's last permanent
station because of destruction of the records, it
will be assumed that the employee drew all
amounts due the employee as of the Iasi day
prior to evacuation.

0315 MISCELIANEOUS

031501, Uniform Allowance. Uniform allow-
O ance is not paid through the civilian payroll S

system. It is paid th'ough commercial accounts.

*3 a -- S
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FICA/ OPT71 UNION "
PP# HRS GROSS CSRS MED TAX FEHB FEGLI FEGLI CHARIT"' DUES ALLOT NET
21 80 $680.80 47.66 9.19 120.57 31.50 5.50 16.00 2.00 1.75 50.00 $396.63

Current Year Recovery:

Net pay $396.63
Allotment 50.00
Charity 2.00
Health Benefits 31.50
Union dues 1.75
Amount of repayment 481.88
Amount of OWCP check (75% X 680,80) 510.60
Amount due employee $ 28.72

Prior Year Recov'2ry:

Net pay $396.63
Allotment 50.00
Tax 120.57
Charity 2.00
Health Benefits 31,50
Union dues 1.75 0
Amount of repayment 602.45
Amount ol OWCP check (75% X 680.60) 510)60
Amount due from employee $ 91.85

€I

S

Figure 3-1, Fxampl,, of Buy Back of Leave Comnputation for Emphoyee Who Used Sick Leave for a Full
Pay [Per,ad
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FICA/ OPT UNION
PP# HRS GROSS CSRS MED TAX FEHB FEGLI FEGQ! CHARITY DUES ALLOT NET
20 80 $680.80 47.66 9.19 120.57 31.50 5.50 16.00 2.00 1,75 50.00 $396.63

Worked 47 $399.97 28.00 5.40 71.14 31.50 5.50 16.00 2.00 1.75 50.00 $188.68
Sick Lv 33 $280.83 19.66 3179 49 13 - - - - - $207.95

21 80 $680.80 47.66 9.19 12A).57 31.50 5.50 16.00 2,00 175 50.00 $396.63

Worked 12 $102.12 7.15 1.38 18.09 31.50 5.50 16.00 2.00 1.75 - $ 18.75

Sick Lv 63 $578.68 40.51 7,81 102.48 - - - - - 50.00 $377.88

Current Year Recovery:

Net Pay $585.83
Allotment 50.00 5
Amount of repayment $635.83
Amount of OWCP check (7.9% x $859.51) 644.63
Amount due employev $ 8.80

Prior Year Recovery:
Net Pay $585.83
Allotment 50.00
Tax 151.91
Amount of repayment $787.74
Amount of OWCP check (75% X 859.51) 644.03
Amount due from employee $143.11 0

ID

S [ligure v 2, Example of Buy Back of Leave Computation for Employee Who Used Sick Leave for Less
Than a Full Pay Period
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CHAPTER 04

DEDUCTIONS

0401 GENERAL REQUIREMENTS C. Current Federal income tax autho-
rized or required by law to be withheld (26

040101. Written authority to make voluntary U.S.C. 3402) (reference (z)). Thk includes any -
deductions from pay shall be obtained from DoD amounts voluntarily authorized by an employee
employees in all cases. All mandatory deduc- in excess of the mninimum withholding required.
tions shall be based on specific provisions of law
or a court order. The authorization for each type D. Health insurance premiums for the
of deduction shall contain sufficieni information current pay period and, when owed by the
to properly establish the deduction and to enable employee, for up to four pay periods immediate-
payment to the proper payee of the amount ly precedirg the currant period (5 C.F.R. 1104(c))
deducted. A current file of all deduction autho- (reference (1)).
rizations shall be kept in the civilian payroll
office, liaison office or other designated storage E. Basik group life insurance premi-
sites as justification for each deduction and ums (5 U.S.C. 8707) (reference (b)) and State life
maintained in accordance with General Records insurance premiums. B
Schedule 2 (reference (g)).

F. State income tax authorized, or
0402 ORDER OF PRECEDMNCE required by law to be withheld, pursuani to an

agreement betweern the State and the Secretary of
040201. Mandatory deduction; are deductions the Treasury (5 U.s.c. 5517) (reference (b)).
required by law or regulation to be withheld
from an employee's pay. Voluntary deductions G. Local income tax authormzed, or
are deductions which require written authoria- required by law to be withheld, purwuant lo an
tion from the employee to affect withholding agreement between the local taxing authority
from his or her pay. In some instances, an and the Secretary of the Treasury (5 U.S.C. 5520)
employee's gross pay is not sufficient to permit (reference (b)).
all mandatory and voluntary deductions to be
made. In this case, the following order of prece- 1. Mandatory repayments of indebt-
dence shall apply: edness to the United States based on the age of

the debt, not the agency to which it is owed,
A. Retirement, including retirement excluding '.hose permitti.-g Internal Revenue

withheld under the Civil Service Retirement Service (IRS) levy for bacK Federal income taxes
System (CSRS) Act of May 29, 1930, as amended discussed in subparagraphs 040201.M. and 0. (5 S
(reference (y)), the Federal Employees' Retire- U.S.C. 5514, 5522, 5705, and 5724) (reference (b))
nient System (FERS) Act (l'1. 99-335) (reference and (31 U.S.C. 3716) (reference (d)).
(e)) (5 U.S.C. 8334 and 8422) (reference (b)), State
Retirement deductions for title 32 National 1. The amnoun.ts to be withheld
Guard technicians who elected to remain covered and the duration of such .Atihholdings must be
by a StalL nJiirenerit system,(P.L..90-486, Section determined under the do, pT)ces.s provis-ions
6c) (reference (e)) and 5 U.S.C. 5518 (reference and other limitations contained in the law that
(b)), and retirement contributions withheld for applies to the particular collection ,ction.
NAF plans (P.L.. 101-508) (reference (e)).

2. When there are multiple
B. -Federal Insurance Contributions deductions required to satisfy various indebted-

Act (FICA); i.e., Social SeCUrity and/or Medicare nesses to the United States and an employee's
(26h U.S.C. 3102, 3121, and 3122) (reference (z)). available pay subject to deduction is insufficient

for all such deductions, priority shall be deter-
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mined in accordance with the best interest of the 7. Military service deposits;
United States. Debts to be collected are normally
subject to the statute of limitations. Deductions 8. National Guard Association of
for those debts for which the statute of limita- the United States (NGAUS) basic and optional

tions would first bar collect~on shall normally be insurance;
made before deductions are made for debts
under statutes of limitation allowing a longer 9. State-sponsored insurance for
time before barring collection. National Guard technicians; and

1. Court-ordered garnishments for 10. Other allotments.
alimony and child support payments. If gross
pay is not sufficient for both payments ordered 0. IRS levy for back Federal income
in a single garnishment, a proportionate share of taxes. The levy is based upon an employee's net
each payment must be made to the extent gross pay, and, during the time period it is effective,
pay is available (42 U.S.C. 659) (reference (aa)). the affected employee may not increase the
If there are multiple garnishments for these number or size of voluntary deductions (26
payments, the garnishments filed earliest are U.S.C. 6331 and 6334) (reference (z)).
withheld first.

040202. An employee's available gross pay
J. Court-ordered bankruptcy pay- shall be reduced by the amount of each deduc-

ments under 11 U.S.C. 1325 (reference (ab)). tion withheld in the order specified in paragraph
040201. If an employee's remaining available

K. Court-ordered garnishments for pay, after applying as many deductions in the
commercial debts (P.L. 103-94) (reference (e)). order of precedence as the pay will allow, is not

sufficient to fund entirely the next deduction, p 0
L. Optional life insurance premiums. then that deduction, if voluntary, will not be

(5 U.S.C. 8714a, 8714b, and 8714c) (reference (b)). made. The full remaining available salary shall
be paid the employee as net pay. However, if

M. Voluntary repayments of indebted- that next deduction is mandatory, it will be
ness due the United States in the order specified made to the full extent of the remaining avail-

o ( by the employee. These are separate payments able pay, in which case, net pay will be zero.
from those set forth in subparagraphs 040201.1-1.
(5 U.S.C. 5525) (reference (b)) and 040201.0. (31 0403 RETIREMENT
U.S.C. 3716) (reference (d)). 040301, CSRS and FERS Recordkeeping

N. All other voluntary deductions in
the following order (5 U.S.C. 5525 and 8432) A. General. The CSRS and FERS 0
(reference (b)): lHIandbook for Personnel and Payroll Offices

(reference (ac)) contains the instructions that
1. Voluntary allotment for civilian payroll offices need to carry out their

alimony and child support; responsibilities under CSRS and for basic retire-
ment benefits under FERS,

2. TSP loan allotments; 0
3. Coverage. For employees subject

3. TSI' deductions; to retirement, the SF 50 will reflect the appropri-
ate retirement system to which an employee is

4. Employee organization dues; subject. See Table 4-1 for pay subject to retire-
ment deductions. Refer to the CSRS and FEIAS

5. Charity deductions; Handbook for Personnel and Payroll Offices
(reference (ac)) for tv , current deduction rates

6. Savings bo~nd deductions; for boih CSRS and FERS employv:es as well as w
the rates for employer contributions.

ON
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C. Responsibili ties., Civilian payroll correct, complete, clear in every detail, and
offices must fulfill the following general respon- properly certified. Timely and accurate mainte-
sibilities relating to CSRS and FERS: nance of the SF 2806/3100 also expedites close-

out procedures when an employee is separated
1. Withholding retirement or transferred to the paying jurisdiction of

deductions from employees' pay, making the another agency.
correct agency contribution, and transmitting
these moniv,; to the fund. 2. The civilian payroll office will _

prepare an SF 2806/3100 for each employee
2. Preparing and maintaining an subject to CSRS/FERS. Examples are shown in

individual retirement record for each employee the CSRS and FERS Handbook for Personnel and
who is covered by CSRS or FERS. Payroll Offices (reference (ac)).

3. Maintaining post-1956 mili- 3. Method of Posting
tary deposit accounts.

a. The SF 2806/3100 may
4. Certifying individual retire- be posted by an automated data processing

ment records and related records, and ensuring system, by typewriter, or handwritten in perma-
the correctness of data in these records. nent ink. All entries must remain withi-i the

ruled lines on the hard copy form. If necessary, S
5. Certifying that the civilian use a second line to complete an entry, but do

payroll offic portion of applications for retire- not post in the margin.
ment and survivor benefits is accurate and
comp!ete. b. Manual corrections to

SFs 2806/3100) will be noted by the officer who
6. Maintaining retirement con- certifies the form or other responsible person, byI 0

trol account- and preparing retirement account- lining through an incorrect item, entering the
ing reports. correct data, and initialing the correction.

r). Communication with OPM. c. If the 'ervice History or
Forward records of separated employees directly Fiscal Record becomes filled on one side of the
to the Employees Service and Records Center, record for a manually maintained record, contin-
Boyers, PA, as follows: ue posting on the reverse side by bringing the

cumulative salary deductions forward with the
I CSRS Retirement Records annotation "Balance Forward."

OPM/CSRS
P.O. Bo,,, ", 4. Civilian Payroll Office Num-
Boyer',, PA 14•020 ber. Each civilian payroll office has been as- S

signed a civilian Payroll Office Number which
2. FER; Retirement Records has been provided to OPM. This number is

OPM/FERS used by OPM to control records and identify the
P.O. Box 200 civilian payroll office making and remitting
Boyers, PA 16020 deductions and contributions. This number

must be reflected on each retirement record.
E. Preparation and Maintenano, of SF

2806/3100 5. Maintenance of Service
History

1. An SF 2806/3100 is main-
tained for each employee subject to CSRS/FERS. a. Post Service History

S These forms are used by OPM to adjudicate the entries as they occur. Obtain the data from the
retirement rights of a separated employee or SF 50. FPM Supplement 292-1 (reference (ad))
survivors. It is important each SF 2806/3100 be contains the standard data elements which shall
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be used. Examples are shown in t1-2 CSRS and duty, enter the number of days in a pay status
FERS Handbook for Personnel and Payroll during each calendar year. If the employee is
Offices (reference (ac)). paid at an hourly rate and the number of days

on which work was performed cannot be deter-
b. Include additional pay to mined, enter the number of hours in a pay status

which an employee is regularly entitled and during each calendar year.
which is a part of basic salary for CSRS/FERS
deductions, e.g., firefighter standby premium. c. 'For employees serving
Omit postings for additional pay which aru on a part-time basis with a regular tour of duty
received on an irregular or unscheduled basis. administratively determined in advance, enter
Also omit additional pay not subject to the tour of duty (4 hours a day, 5 days a week,
CSRS/FERS deductions. etc.).

6. Fiscal Record Posting d. Enter the last date on
which the employee was in a pay status, unused

a. Post the total of retire- sick leave, and the service computation date
ment deductions withheld during the year in annotated as "SCD (month, day, year)" when an
column 6 of the SF 2806/3100 at the end of the employee retires or dies.
calendar year. If no deductions were made
because of a nonpay status, enter a zero in e. For piecework employ-
column 6. If an employee had more than one ees, record the aggregate earnings and number
retirement deduction rate during the year, enter of days of LWOP, if any, during each calendar
separate yearly totals for each retirement deduc- year.
tion rate and note the deduction percentage rate
for each entry in column 8. f. Record periods of em-

ployment under the Social Security Act Amend-
b. If calendar year deduc- ments of 1965.

tion.m entered in column 6 include deductions
from additional pay not included in the base pay 8. Sick Leave. If an employee
posted in the Service History, place an asterisk dies, retires, or elects to convert to FERS, enter
after tile amount in column 6. Place an asterisk the amount of unused sick leave in column 4 of
and footnote additional pay status or night shift the SF 2806/3100 as follows:
pay in the lower left corner of the form. If
calendar yeardeduction, are annotated addition- a. If there is a minus or
al pay status or night shift pay, show in column zero sick leave balance, enter "No unused sick
8 the number of LWOP hours for each hourly leave balance."
rate during the year. If none, show "No LWOI'".
All LWOP must be shown. b. If the employee has

unused sick leave at tile time of separation, enter
"7. Entries in Remarks Columns. the number of hours and cite "5 U.S.C. Chapter

In addition to the Service History and Fiscal 63."
Data, record the following information on tile SF
2N)6/3100 under Remarks, column 4 and 8, as c. For employees with
appropriate, uncommon tours of duty, enter the number of

hours of unused sick leave, with a notation
a. Enter periods of LWOP showing there was an uncommon tour of duty,

or furlough of more than 6 months in a calendar and the date the sick leave, if used, would have
year. Enter LWOI' of more than 3 calendar days expired. Cite "9 U.S.C. Chapter 63."
for reemployed annuitants.

d. If the SF 2806/3100 is for
b. For employeeq serving an application for disability retirement, post

on an intermittent basis without a regular tour of "Will use (or has used) all sick leave." When the
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application for disability retirement has been transmit it to OPM at the address cited in sub-
approved, pcst "No unused sick leave balance" paragraph 040301.D.2. via the SI- 3103.
on the final SF 2806/3100 to be forwarded to S
OPM. b. Transfers between civil.

ian payroll offices not in the same Component, '
9. Health Benefits Data. SFs e.g., from an Air Force payroll office to a Navy

2806/3100 forwarded to OPM for regular retire- payroll office or from an Army payroll office to
ment, disability retirement, or deceased employ- a Department of Commerce payroll office (inter-
ees must be annotated with the status of health agency transfer):
benefits in column 4 of the record. Examples are
shown in the CSRS and FERS Handbook for (1) If the employee is
Personnel and Payroll Offices (reference (ac)), covered by CSRS, complete the SF 2806 and

transmit it to OPM at the address in subpara-
10. FEGLI must be shown on the graph 040301.D.1. via the SF 280?.

SF 2806/3100 as follows, selecting the appropri-
ate statement shown in parentheses. (2) If the employee is

covered by FERS, complete the SF 3100 record
a. "Basic life: Elected (75%), and transmit it to OPM at the address in sub-

(50%), (No) reduction." paragraph 040301.13.2. via the SF 3103.

b. "Standard Optional c. Employee Death. Send 5
Insurance: (declined), (eligible to continue, the SF 2W6/3100 via the SF 2807/3103 to OPM
coverage began (date)), (not eligible to 7ontin- within 5 days of the date of the computation of
Su,)." firal pay. Enter in column 4 of the SF 2806/3100

the service computation date "SCD (month, day,
c. "Additionai Optional year)," FEI-1BP carrier control number and

Irnurance: (declined), (eligible to continue, enrollment code, "unused sick leave (enter hours) 5
coverage began (date)), (not eligible to contin- 5 U.S.C. Chapter 63" and p y ceased (date). The
ue)." deceased employee's records and associated

applications are to be received by OPM within
d. "Family Optional Insur- 30 days of the date of death.

ance: (declined), (eligible to continue, coverage
began (date)), (not eligible to continue)." d. Application for Refund

of Retirement
11. Disposition of S~s 2h06/3100

(1) Upon leaving Feder-
a. Transfers between civil- al employment, an employee may request a

ian payroll offices in the same Component, e.g. refund of retireinent deductions by submitting
from, one Air Force payroll office to another Air an SF 2802/3106, "Application for Refund of
Force payroll office or from one D~oD (code 97) Retirement Deductiono-."
civilian payroll office to another DoD civilian
payroll office: (2) If the request for

refund is received at the same time as the notifi-
(1) If the employee is cation of the separation, attach the SF 2802/3106 3

covered by CSRS, coi-oplete the SF 2806, and to tihe SF 2N06/3100 and submit to OPM within
transmit it to the new civilian payroll office via 10 calendar days after the ending date of the pay
the SF 2807. This type of transfer is commonly period in which the employee was separated.
referred to as an "Inira-Agency Transfer." Annotate in column 4 of the SF 2M07/3103 that

the SF 2802/3106 is attached.
(2) If the employee is

covered by FERS, complete the SF 3100 and (3) If the employee
completes the SF 2802/31(06 within 30 days after
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the separation date and the SF 2802/3106 is "No unused sick leave." In addition enter the

received in the civilian payroll office after the SF projected date sick leave pay will terminate.
"2806/3100 in transmitted to OPM, send the SF
2802/3106 to OPM. Annotate the SF 2802/3106 (2) Prepare a new SF

showing the date and number of the SF 2806/3100 to record retirement deductions

2807/3103 on which the ';T 2806/3100 was withheld after sending the Preliminary SF

transmitted. 2806/3100 to OPM. Add the words "Final-Dis-
ability Retiremeni" above the date of birth. Enter

(4) If the employee has "APP FOR DIS RET EXC" and annotate the date

been separated more than 30 days, he or she the SF 2801i3107, "Application for Immediate

must file the SF 2802/'106 difectly with OPM. Retirement," was executed on the Service History
side of the SF 2806/3100. In addition, add a

e. Disability Retirement comm2nt to reference the Preliminary Retirement

Separatior Advance closeout of the SF SF2806/3100on whichca!endaryeardeductions
2806/3100 is required when an application for were reported to OPM, plus the date and num-
disability retiremcnt is received from a curTent ber of the SF 2807/3103 that transmitted the

employee. records. Post all actions that occur after submis-
sion of the SF 2801/3107 to this record.

(1) Annotate the SF

2806/3100 as follows: (3) Prepare the SF

2807/3103 and send the Preliminary SF

(a) Add the words: 2806/31000 with the SF 2801t/31017 to the applica-

Preliminary Disability Retirement" in the lop ble address listed in subparagraph 0,10301.D.

margin of the SF 2806/3100. within 5 calendar days after receipt of the appli-
cation. Annotate column I1 of ihe SF 2807/3103

(b) Post retirement with "Preliminary Disability and Ihe date (,stab-

deductions to the close (f the previous calendar lished by the civilian peisonnel office."
year.

(4) On approval of the
(c) Enter the date application, complete the final SF 2806/3100.

the application for disability retirement was Post retirement deductions withheld after the
made in the Service History. Preliminary SF 28M6/3100 was sent. Show the

effective date of the disability retirement and the

(d) Show the pay date that pay cea:',ed on !he S7 28O(6/3100. Send
status of the employee, as applicable: "Employee the final SF 2806,'310( to OPM wilhlin 5 calendar

in duty sts-,us," "Leave with pay will end (date)," days after the date of the employee',s final pay
"or "Pay stopped (date)," Also, enter in coiumn 4 check.
of the SF 2806/31000 the service computation date

as follows: "SCD (month, day, year)." (5) Continue using t.he

final SF 2806/3100 if tl.,' employee's applicahon
(e) On each pre- is denied. OPM will not retur ' e Preliminary

liminary SF 2806/3100 submitted with an appli- SF 2806/3100. Annotate in colUmn 4 of the SF
cation for disability retirement, enter in column 2806/3100 denial of the disability and the date.

4 the status of health insurance and life insur-
ance. Examples are shown in the CSRS and f. Nondi.sabili!y Retirement

FERS Handbook for Personnel and Payroll Separations. Send the ST 2.806/31t0 with the SF
o Cffices (reference (.ac)). 2801/3107 with attached CSC Form 1084, "Infor-

mation in Support of Civil Service Retirement

l(f) S h o w t Ih e Application," to the applicable address, listed in
unused sick leave data in column 4 oif the SF subparagraph 040301.D., within 1) calendar days

2806/3100 and enter "Will use all sick leave" or after the ending date of the pay period ii' which
the employee retired.
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(1) Use OPM checklists such payments, by the close of business on the
to ensure complete and accurate processing. last regular business day before the interest
Submit the completed and signed checklist to accrual date. Therefore, if a deposit is sent by
OPM with the retirement package. mail, the date of the postmark does not consti- , -

tute the date of payment. Interest will be corn-
(2) Post retirement puted on the unpaid balance on the employee's

deductions through the date of retirement on the interest accrual date.
Fiscal Record of the SF 2806/3100.

(a) CSRS. Interest
(3) Enter the type of begins to accrue on deposits on October 1, 1985,

nondisability retirement in the Service History, or two years after an individual is first employed
e.g. Optional, Mandatory, or Discontinued (or reemployed after a per-.od of military service)
Service. in a position subject to CSRS. The interest

accrual date (IAD) is the date each year when
(4) Enter the date pay accrued interest is added to the amount owed by

stopped in column 4 of the SF 2806/3100. This the employee. The initial lAD is the date one
will normally be the date of retirement; howev- year after the end of the interest free grace
er, if the employee's pay status ends before the period. Thereafter, the IAD falls on the anniver-
retirement date, enter the earlier date. Enter the sary of the first IAD until the deposit is paid in
service computation date "SCD (month, day, full. i
year)."

(b) FERS. For
g. Service credit deposits employees first employed prior to January 1,

for Post-1956 military service. Any individual 1987, interest started to accrue on January 1,
first employed in a position subject to the CSRS 1989. Therefore, the initial lAD for these em-
Act (reference (y)) on or after October 1, 1982, ployces is January 1, 1990. For employees firstm 0
will receive credit for post-1956 military service employed on or after January 1, 1987, interest
only if lie or she deposits a sum equal to 7 begins to accrue 2 years from the date the indi-
percent of the military basik pay received for vidual wa¶• irst employed subject to FERS.
post-1956 military service. Individual,; who were Therefore, the initial lAD for these employcs is
first employedi under CSRS before October 1, one year after the two year interest free grace
1982, will have the option of making deposits for period ends. 10
post-1956 military service and avoid a possible
annuity reduction. A FERS employee may (2) Record payments on

A receive credit for post-1956 military service the OPM Form 1514, "Military Deposit Work-
under FERS rules only if he or she deposits a sheet." In aldition, a separate SF 2806/310(0 will
sum equal to 3 percent of the military basic pay also be maintained for Post-1956 military depos-
he or she earned during the period of military its. The SF 2806/3100 Service History should 0
service, plus interest, carry the annotation "Military Service Hlistory

and Deposit Record."
(1) Payment of military

service credit deposits may be made either by (3) Upon retirement,
cash payment or biweekly payroll deductions, close out the SF2806/3100 when military service
Installment payments must be in whole dollar credit deposits are complete and annotate in the
,am( tnts not less than $25 per pay period, except Remark's colIumn "Deposit paid in full." Submit
for the last payment which may be in any the SFs 2806/3100 along with OPM Form 1514
amount to complete repayment. Unpaid balanc- and the SF 2803/3108 to OPM via a regular SF
es are subject to interest calculations, and OPM 2807/31103.
will issue annual guidance concerning the rate of
interest to be used. Payments must be received (4) Close out and S
by the agency, that is, physically in the posses- submit the SF 2806/310(0 to OPM via a regular
sion of the agency officirl authorized to receive SF 28(17/3103 in the event an employee resigns,
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retires, or dies prior to completing the mditary SF 2807 transmitted to OPM for calendar year
service credit deposits. Annotate the SF 1993 will be designated "OPM-93-1", while the -
2806/3100 in the Remarks column with either first SF 2807submitted to another civ,;ianpayroll
"Paid in full" or "Partially paid", depending upon office will be designated "IA-93-1."
action taken by the employee or survivor.
Notify the employee or survivor of the intended 3. Because all SFs 3100 are trans-
close out and provide the opportunity to corn- mitted to OPM, it is necessary to maintain only
pleti payment prior to submitting to OPM. one series of transmittal numbers for SFs 3103.
Advise the employee or survivor that refunds of These forms must also be consecutively num-
military service credit deposits may be made bered throughout the calendar year, and the first
only by OPM. SF 3103 transmitted to OPM in a calendar year

will begin with the number 1. All SFs 3103 will
(5) Close'out and send be designated "FERS". For example the first SF

the SF 2806 for military deposits to the gaining 3103 submitted to OPM for calendar year 1993 •
civilian payroll office when an employee trans- will be designated "FERS-93-1.
fers to another civilian payroll office within the
same Component. When the tranusfer is to 4. More than one SF 2806/3100
another civilian payroll office, but not in the may be submitted with each SF 2807/3103.
same Component, close out the SF 28(06 and However, the transmittal of completed retire-
submit it to OPM. A FERS post-1956 SF 31(X) is ment records :;hould not be delayed while other •
sent to OPM together with the regular SF 3100 records are being prepared for submission.
for all transfers to another civilian payroll office
including transfers within the same Component. 5. Copies Required

F. Safeguarding the SF 2806/3100. a. OPM Series. Prepare * *
SFs 2806/3100 not maintained in a mechanized and submit thie original to OPM. Retain one
manner must be stored in secured fireproof copy in ;he civilian payroll office's files. An-
containers. Manually maintained SFs 2806/3100 additionj.l copy may be required according to.-
must be microfilmed/ microfiched after the the applirable DFAS Center's departmental
annual posting, and stored separately from the instructions.
record itself in accordance with OPM require- b
• ments. b. IA Transfers. Prepare

and submit the original and one copy to the
G. Register of Separations and Trans- gaining civilian payroll office. Retain one copy

fers for the losing civilian payroll office's files. An
additional copy may be required according to

1. The SF 2807 is used to control the applicable DFAS Center's departmental
and transmit SFs 28406 to other civilian payroll instrucOllns.
offices and OPM, The SF 3103 is used to control
and transmil SFs 3100 to OPM. c. FElS Series. Prepare

and submit the original to OIPM. Retain one
2. Skrics DXesignations. Maintain copy for the civilian payroll office's files, An

two separate series of SIs 2807 transmittal num additional copy may be reqtUired accord; ig to
hers depending on whuther the SF 2807 is traiu- the applicable DIAS Center's departmental
milted to another civilian payroll office or to instructions,
()I'M. Each series is conseculively numbered
ihrouzgnouL Ihe calendar year, and the first SF 6. Filing the SF 2807/3103. File
26107 prcpared in ) new calendar year will begin SFs 2807 received from othvr civilian payroll
with .hc numbeir 1. SIs 2807 transmitted to offices in a separate file in order of receipt by p
an.nolhur civilian payroll office will be designated crakodar year. Maintain a separate file for "IA"
lntra-IAgency (IA). Those transmitted to OPM series of SFs 2.117 forwarded to other civilian
,ill be designated "OPM". For example, the first payroll offices. Maintain a separate file for
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"OPM" series of SFs 2807 forwarded to OPM, Retirement Record for CSRS Employees," or an (l)
Maintain a separate file for "FERS" series of SFs SF 3101, "Notice of Correction of Individual
3103 forwarded to OPM. These tiles shall be in Retirement Record (FERS)," must be prepared
numerical order for each calendar year. and submitted to OPM.

H. Adiustments (3) If an overdeduction
from a former employee's pay results in excess

1. Current Employees employer contributions, the amount of the excess
should be deducted from the next pey period's

a. Erroneous Deductions. SF 2812 report.
If an overdeduction was made for retirement
from the pay of a current employee, make an b. Underdeductions
adjustment during the next payroll cycle. De-
crease the current retirement deduction,; from (I) When an insufficient
the employee's current pay period earnings, and amount has been deducted from a former em-
make a corresponding adjustment in the ployce's pay, and the SF 2806/3100 has not yet

employer's contributions, been submitted to OPM, note the amount of the
deficiercy in cuuumn 8 of the SF 2806/3100. If

b. Deductions Not Withheld the SF 2806/3100 has been submitted, another SF
When Required. If an underdeduction occurred, 2806/3100 must be prepared and annotated
or if deductions were not made for a period "Supplemental" in the upper left margin.
when an employee should have been covered by
CSRS/FERS, that employee must be afforded his (2) When an underde-
or her r'ghts under due process to repay the duction fozni a former employee's pay results in
overpayment. If deductions were made for a insufficient employer contributions, tile insuffi-
NAF retirement plan when deductions are cient amount will normally ,.. included in the
required for CSRS/FERS, adjust the NAF retitr- next pay period's SF 2812 report,
ment deductions and contributions and Social
Security contributions and deductions in the next c. In the cases of subpara-
pay period. These amounts should then be graphs 040301.1-1.2.a. and b., an SF 1081, "Vouch-
offset against the amounts that should have been er and Schedule of Withdrawals and Credits,"
submitted for CSRS/FERS to determine the net will need to be prepared and attached to the SF
amount that must be withheld fom the employ- 2812 for accounting purpostes.
ce's current period pay.

d. Service History Correc-
2. Separated Employecs tions. Corrections to the Service Hlistory por-

tions of the SF 2806/31(1(0 should be made on the
a. Overdeductions retirement record it the error i!; delected before

the record is submitted to OPM. If the error is
(1) When an excess detected after the record is sent to OPM, prepare

amount has been deducted from a former em- an SF 2806-1 or SF 3101.
ployee's pay, and the SF 2806/3100 has not yet
been forwarded to OPM, the amount is included 3. Transferred Emphlyees
in the current calendar year and the total accu-
mulative deductions posted in columns , and 7 a. _______________

respectr'!ely on the SF 2806/2807. In addition,
the amount of excess deductions is shown in (1) When an excess
column 8, Remarks. amount has been deducted from a transferred

employee's pay, and the SF 28016 has not yet
(2) If the overdeduction been forwarded to another civilian payroll office

is found after tile SF 2806/31(X) was sent OPM, within the same Component, the amount is
an SF 2P.06-1, "Notitce of Correction of Individual included in the current calendar year and total
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accumulative deduction postings in columns 6 payment for an employee transferred to another
and 7 rcspectively on the SF 2806/2807. In civilian payroll office within the same Compo-
addition, the amount of excess deductions is nent by preparing a supplemental SF 2806/3100.
shown in column 8, Remark,;. Send the SF 2806 to the gainhig civilian payroll

office via the SF 2807. The SF 3100 will be sent
(2) Prepareand submit to OPM via the SF 3103.

X an SF 2806-1 or an SF 3101 to the gaining civilian
payroll office if the overdeduction is found after 1. Availability of Retirement Funds
the SF 2806/3100 was forwarded to another for Loans, Garnishments, and Indebtedness
civilian payroll office within the same Compo-
nent. 1. Loans and Garnishments

(3) When an overdeduc- a. An employee may not
tion from a transferred employee's pay results in borrow from the retirement fund or assign
excess employer contributions, deduct the money credited to his or her account as security
Samount of excess employer contributions from for -- loan or for any other purpose. Aii employ-
the SF 2812 report for the next pay period. ee's retirement account is not subject to any

execution of levies, attachments, garnishments,
b. Underdeductions. Note or other legal processes except as follows:

the amount of underdeductionis in column 8 of
the SF 2806 when an insufficient amount has (1) OPM will comply
been deducted from a former employee's pay, with a garnishment or attachment order issued
and the SF 2806 has not yet been forwarded to to enforce child support or alinony obligatioo.
another .ivilian payroll office within the same
Component. Prepare and forward a supplenen- (2) OPM will comply
tal SF 281)6 to the gaining civilian payroll office with the assignment of retirement benefits in a
if Ihe SI' 2806 has previously been submitted. State court order, decree, orcommunity property

settlement agreement in connection wilt Iht.i
c. Service History Correc- divorce, annulment of marriage, or legal separa-

tions. Correct the Service I listory portion of the lion of a Federal employee or retiree.
SF 2806 if the error is detected before the record
is sent t. another civilian payroll office within 2. Indebtednwss
the same Component. Prepare and submit an SF
2800-1 to the gaining civilian payroll office if the a. Conditions governing
error is dei'cted after the record is submitted. collection for indebtedness.

d. Retroiactive Payments (I) An empiloyee's
contributionrs to the retirement fund may be

(1) Report CSRS/FERS offset to recover any valid debt to the United
"deductions withheld from a retroactive salary States.
payment for a separated employee by preparing
a supplemental SF 2806/310(0, and forwarding it (2) All of the following
to OPM with an SF 28(17/3103. conditions must be met before an off:wet of these bcontrib~utions may be made:

i (2)' include CSR "/FE "S

deductiOns withheld from a retroactive, salary (a) The employee
payment for a current employee in the current has been separated.

,,7Z .year salary deduction on the SF 2806/31(00 being
maintained for the employee. (b) The civilian

payroll office has exhausted all other means of
(3) Rpeport CSRS/ FER<S recovery.

deductions withileld from a retroactive salary
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(c) The employee (3) An SF 2805, 'Re-
has filed an application for refund or for a quest for Recovery of Debt Due the United
monthly civil service annuity benefit. States," will be prepared, and the civilian payroll

office will send Part. 1, 2, and 4 of tile SF 2805 to 4
(d) The creditor OPM. Part. 3 will be retained in the civilian

agency has given the employee an opportunity payroll office. See section 0)408 for instructions9
to request reconsideration of the c('llecton for health benefits indebtedness.
including an oral hearing, waiver or cornpro-
mnisc. (4) If a debt has been

pursued to judgmenli, written demand need not
(3) If the employee dies -be made. A copy of the court order must be

before becoming entitled to annuitY benefits, attached to the SF 28(05.
retirement fund contributions may be offset
when an application for lump sum bienefits is (5) Donot retain thle SF
filed. 2806/310)0 pending completion of action neces-

sary to prepare and submit an SF 2805. If anl SF
b. Collection pkxocedure-s. 2.805 will bew submitted at a later date, thle SF

JSM/6310)) shouid be annotated in column 8,
(1) Before a civiliaii RCenia rkc, of the existenice of the debt, the

payroil office canl request OPM to recover a debt anriounL (if kilown), and the reason for the debt.
for a former employee from the retiremient fund, If the exaict amiount of the debt is unknown, note
the employee must be notified in wri'ing of the in column. 8 of thle SF 2800i/3100l thai thle emn-
following: ployct' is hirdA:)ted in an unknown amounit.

(a) Tbe re~ason for, 1. Entries onl tiepyolVuhr
and amo~unt of, thle debt; F2',Ployee deductions and employer contribu- *

tions shafl be reported separat(ely on the DD
(b) Tlh.: date repay- Form 592, Part I - Paoyroll Summary. Civilian

ment miust be made, (normally not miore than 301 payrioll officcs reporting to OP1M via hard-coply
days after the date oif the notice); Sl*O 2812 shall cite the OPM deposit fund ac~count

2401~35.8 for the deductions and contributions,
(c) The intentilinl to on Part 1. Civilian pa yroll offices repo~rtinrg to

collect the debt by 'ff!ket from theo rotiromen; IPM via tile Retirement Insurance TIransfer
fund unless the emiployee has entered into i System (RITS").Ahall report deductions and cootri-
repaJyment JgreeenlV With Oh' JAgenCY; butiojis noi Part 1. but shall not cite thle P

deposit fund account. Employer contributions
(d) Ani oppivmunity shall be cha rged to the a ppropriation(s) fromn

ill request rvconsic!-:rti~lin of thle dVCki~it1 Ii which the emiployve's salary iq paid and shiall be
collect thle indebt'ýdne~ss, including waiver or reported oil Part 11, Accounting Classification.
compro~mise; arid

K. Lay Period Transmission of Do-
(e) An explanation ductions and Contributions. Deduictions and

(If the iemployee's right to anl orel fiheiring. contributions for CSRS and FERS are reported to

(2) Only 'ie written desc:ribed in sublparagmiph 09112103(.C
demand containing thec above information is
required to bv sent to thu empbn~ee. If there is
no reason to believe that tile emplloyee0 has t 0)403102. Contributions to State Retirement
received the demand notice, the civilian poayroll jj.~granV~i for National Guard Technicians
iffice has the right to judge the claiml based on

Vv~cdence in its possession. A. General. Dol) will negotiate
agreemients with, States for Federal employees'
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contributions to a State or State-sponsored agreements with authorized State officials for the
"contributory retirement program; and cooperate Secretary of Defense. This authority may be
and process agreements with each State request- redelegated. See 32 C.F.R. 79.6 (reference (ae)).
ing a withholding agreement covering techni-
cians (f the National Guard for a State-spon- 2, The Secretary of tie Army
sored retirement program, and the Secretary of the Air Force shall coordi-

nate and implement the provisions of this Chap-
B. Procedures ter, and designate the National Guard Bureau as

the responsible agent for maintaining existing
1. P.L. 90-486, Section 6 (refer- agreements with States and for coordinating

ence (e)) requires technicians who elected to administrative actions, to include preparing
continue coverage under a State retirement plan updated agreements.
to make such an election by January 1, 1969. If
a technician filed a valid election to remain D. Standards forContribution Agree-
covered by an employee retirement system ments with Stale Retirement Programs for Na-
sponsored by a State, the U.S. Government may tional Guard Technicioris. Each agreement
pay the amount of the employer's contribution between the Secretary ofl Defense and the Gover-
and withhold the employee's designateil share nor, or other authorized State official, for ema-
for deposit to the State program that becomes ployer and employee contributions to a State
due for the period beginning on or after January retirement program for National Guard techni-
1 ,1969. cians shall be compVleted within 120 days of

receipt of a State relquest, provided that:
2. The Federal share of pay-

menLs, including employer's taxes imposed by 26 1. State law provides for pay-
U.S.C. 3111 (reference (z)), may not exceed 'he ment of employee contributions to a State-spon- b •
armount that the employing agency otherwise sored emlployce retirement systenm by withhold-
would contribute onl be'half of tile technician to ing sums from the employee's conmpensatiot and
the Civil Service ,etirement and Disability Fund making payment to the official designated to
under 5 U.S.C. 8334 (reference (b)) and 32 C.F.R. receive sums withheld.
79.5(b' (reft,ernce (ae)).

2. The pIm ra kIi i n lilhd 1t
3. A person covered under a tet hnicians of the National Guard.

State-sponsored program shall not concurrently
earn credits toward retirenment or receive anl 3. lach agreenictl is coinsistent
annuity under 5 U.S.C. 8331-8345 (referent_' (b)). with 32 C.IK.R. l',rt 79 (referenice (ae)) and coil

tain deta dClauP tlht uhj(etM thell' lgyrevi' ent t) any
4. A person who retires under a statutory amndl, dicitll's oc'llrli ig after Ihi elh ic-

State retirement p'rogramn shall not be eligible for" live date of tire agreement.
any rights, benefits, or privileges to which re-
tired civilian employees of the initied States may 4. The agreement shall comply
be entitled, with thel requirvinnelIs Of State law that sIpicify

who is e'ligible foi' such Stati-s po nsored retire-
5. Agreements with States shall ment progranms.

comply with the .;tandards contained in subpara-
graph 040302.1). 5, The conuinincemnt date for

contributions must he s;pecifid.
C. Responsibilities

6. Contribution proced Utres,
I. The Under Secretary of filing nrqnirements, and paynatlt instructions

)ef 6i'nse (Comptro ller)shall esItaIish pio l icy tind conform, whin practicable, to the usilial fiscal
proccwtiures regard in g Slate retirement programs practices of the •DN).
for National Guard htchnicians and shall update
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7. The agreement does not All full-time civilian faculty members of the6
impose requirements on the DoD that are more USUH-S with an appointment of more than I
burdensome than those requirements imposed year art, covered under the Teachers insurance
on departments, agencies, or subdivisions of the and Annuity Association and College Retirement
State concerned. Except to the extent that an Equities Fund, which is a tax deferred retirement
agreement may be inconsistent with 32 C.F.R. plan. A total of 15 percent of thle employee's
Part 79 (reference (at')), the agreement shall base salary is collected for the retirement plan.
continue in full force and effect until amended, The employer (USUI-S) contribution is 10 per-
modified, or terminated by appropriate authori- cent and the employee's deduction i.,; 5 percent.
ty. See 32 C.F.R. 79.7(g) and (h) (reference (at')). Collect thle funds into deposit fund --X6875 and

disburse from this fund to T[AA/CR17F, 730
040303. Civil Service Emprloyees Covered By Third Avenue, New York NY 10017.
Retirement Systems for Nonappropiriated Fund
Employees 04014 FEDERAL INSURANCE CONTRIBU-

TIONS ACT (FICA) TAX
A. Th Portability of &~nefits for

Nona ppropia ted Fund Employees Act of 1990 040401. Authority, FICA (rcferenc' (z)) states
(Subsection 7202 of P.t.. 1(11-508) (reference (e)) that all civilian employees of the Federal Govt-rn-
permitted certain NAF employees ito retain ment at', eligible to receive Social Security
coverage under Li NAPI retirement plan during and/or Medicare bevnefits. Sce paragraph
emiployment in a position that would normally 0140406, f'or CnlpllOye2s, who are exempt from
be covered by CSRS or FERS. Ail employee who Social Security and/or Medicare withholdings.
elects to remain covered by a NAP retirement Wages for covered employmeont are taxable
plan is excluded from coverage under CSRS or regardless oif the worker',, age or whether 0-;e
FERS for all subsequent periods of employment worker is receiving Social Security beKnefits. For
including periods of service as a reemployed purposes of this Regulation, taxa's withheld
annuitant. Refer to 5 C.F.R. 831.2(01(h), 831.2014, under FICA (reference (z)) will be referred to as 0
842.102, 842.104(g), and 842,100 (reference (1)) for Social Security and Medicare taxes. Thle termn
additional information. FICA applies to the total taxes dedLIucted for bothi

&ocial Security and Medlicare.
1B. The opportunity to retainl coverage

under a NAP retirement plan is limited ito NAP A.Geralcvin delemoy
emplloyees who [An.ve after Decembiter 3l,198(i,,to evs are coverod by Social Security and Medicare
position!;, within Ohe DoD or thle Coast Guard or Medicar' only, based on the type ol appoint-
which are covered under CSXS or lTh{S. inent. Coverage is dolermined by the civilian

piersonnel office. and is refleckted on the SF 50.
C. Employees who elect to retain S5ocial Security/Medicare taxe,! are withheld onl

coverage under a NA P retiremient systemn will thle samec entitlements, I-ut are subject to d iffe-rent
have block 3(0 of the SF 50 annotated as "5-oth~er.' wage limlitation.S. 'IlvIj' g idanice hereinl applies to
Thle Remarks block of til SF SO1 will state thiai both Social Security and Medicare deductions.
thle employee has elvct''d to retain coverage The taxes are shown separately omi the iorm
under a NAP retirement: 'stvm, W-2, "Wage and TFax Statemnent." For purposes~

of determnining Hthe maximumi wages subject ito
D. The re a r,! cu. iently six NA Fretire- Social Security/Medicare taxes, the DOl is

mient plans. Etnployees wk elect ito retain NAtP considered to he onet employe~r. E~ffective with
coverage will Continue to he covered by thle plan the first pay period in calendar year 1983, P'eder-
in effect at tile time of electionl, al emrployees under CSRS became subject to

Medicare tax.
0)40304. Uniformed Servites University of the
I Icalth Sciences (USUI I' Faculty Retirement.
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B. Effcctive January 1, 1984, new employee covered by Social !iecurity/ML'dicarc.
Federall employees were subject to Social Security Discontinue these de-ductions when the employ..
and Medicare as well as retirement deductions ec's earning,, rvoch ttia' applicahle miaximumtr
directed by' OPM. If an employee transfer- limitation. Refer to 11$ Circular E (reference (i))
within the DOD, the gaining civilian payroll for the yearly updatfe. Maximum irrnitations for
office must consider those Social Seciirity/Medli- prior years is listed in 112hit' 4-2.
care taxes already deducted by thle !osizig Civilian
payroll office in order not to exceed the madxi- B,. Ehmphiver's Social Security! Medji
mium Social Security/Medicare tax liability due care Tax. The Federal Goverlnmentf must pay on
for that payroll year. When an employee tranrs- emfployer's, contribuiron tý-: icqua` 1k lt , -i; w.yi
fci-%, include Social Secui~ty/Medicarc year-to- rate used (or cvl:l~cs
dare wages, and Social S~eurity/Medicare year-
to-dlate taxes in thle Remarks sz!ctiozn of the SF C. Official Social Security and Medi-
1150. caire Tax Tables. Tax ta hes ir " pohl~i bd in IR(S

Circular E (reference (i)).
040402, Compensation Suhiect to Social Securi-
ty/Medicare 0)40)404. V'wiv uce n iv. ';r eoch n a period,

e ni ar the e mp io wees' at 'i'1i rl ad tire
A. Current Farninivs and Allowanicoir Corioy.'' Iorihu tro: li"1 Soiai~l 1 eviiii-

ty /Med lea e taxes on t he appi) priah le inte of the
1. For emplhwees covered under DDU Form 5932, "Payroll foy- Persontil Services-

FIC A, generally any conipe n.sa Iion s ubji ct to Certilitca Ii'In a'id, Sumo inma " To 'Lie eployer~s
Federal income tax (without regard to exemption portion is clira tcd to tile siilii' ai Ppripria lion(s)
staus) is subject to Social Securily and Medicare as the eml-ployoces sal'ry.
tax deductions (see Table 4-1). Vinployi'vs coy-0
ered unwder CSNlS a re s IAbjoe to Med icarre tax ~ 04f)45. AioLjrtmen~t i:j. A... L' 11 10' i
onl y. Thiui ba!; ; for Social Senr y/Moidla ri' tax errors and I'lcatreei la)v orto pave heels ov oulit t'd
ded uctionms is tile em p loyt -4's gro ss pa y for each ill sect io n mimi.
pay period.

t040)400. finlryr',siip1~ ron, 'kicia I Sicuri-
2. In areas outside the United ty/Medieare. 7fii lulloiwjo:u, empi'y0)es are

States, thle gross am[1ounit uponl which Social exempt frowi Sociai S'utv. .dca dVtteC-
Security / Medica r to x is co rnpi' ite inc lando is1he t h ins:
Canal Zone tropical differetilial, fowigwi po.0
differentials, and non1FOteign p)ost different~ia!s, A. Norncitcieai.. r'l-( Ji iisitjde theo

B3. lBackpa v Aiva iS. i'.mpioyev and Rico;
12111 hipyvi porioiiins of Social Si cuiii y/ Mvidcare
taxes Computed for !xwckpay0v awards slioili~l be 13. hl itr-s. studenit nurses, !nd other
fig ured at the tato iiil. lce ct for, thei pei'riods st ud e i cni employe" O iFV 1A ed1ra10is',:tAN (e.X1.Uep
co ive red by the corrective action, ii.edical an doi.l. to I i olern, ois ( at o; id to) (26

U.S.C. 3121 (b)(0)) (refurnoca' (z));
(04040)3. Tax Arioillris. 'I hie titx rate pivrev iitage

and wage base linlita (ion ftr I-kcial Sucuri- C. Emnployoe's hi red tenipora nily to
ty/Medicare taxes reiqiimn sepa rate Computation handle fires, strirms, tart r~iqva k. s. flioods, and
and reporting, other dinilor emrict and disasters (26ý

U.S.C. 3121 (b)(6)) (ra'fýr-r:'nct (21);
A. H~MplnOYa'i I )eduetICn1S. Por' each

pay peritod, deduct thle applicat. oijal Sectiri- I). Civilian chopilains". If a civilian
l / M d lea re tiax friiom thei ýi'u1s% pay of eaich Ci 111i l) aipWai1l1t' to he0 en V4' d Untde r Svida
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Security/Medicare, he or she must apply as a B. Employer'sldentificationNumber (-)
self-employed person, or if the order in which EINY. An EIN is assigned by the District Direc- S
the chaplain belongs has made an election for its tor of the IRS to identify the tax accounts of
members to be covered by Social Security/Medi- employers. Only one identification number per l)
care, then the chaplain may also be covered by civilian payroll office is authorized for use in
Social Security/Medicare; reporting all Federal and Social Security/Medi.

care taxes. Note that the Federal taxes deducted
E. Employees of instrumentalities of for PCS are not reported under the civilian -

the U.S. Government that are specifically exempt paymil EIN. The civilian payroll office has the
from Social Security /Medicare by law (26 U.S.C. responsibility for the collection and reporting of
3112) (reference (z)); and Federal and Social Security/Medicare taxes via

the Form 941. The current IRS Circular E (refer-
F. Title 32 National Guard techni- ence (i)) should be used for guidance to with-

cian, in Massachusetts and Nevada who elected hold and report Federal income tax and Social •
to remain in the State Employees Retirement Security/Medicare.
System.

C. Method of Withholding. The two
040(1407. Panama Social Scurity System. All most common methods for withholding tax
non-U.S. citizens employed by the Panama Canal provided by the IRS are the percentage method
Commission, after September 30, 1979, are coy- and the wage-bracket method. Refer to IRS U
ered by the Panama Social Security System Circular E (reference (i)) for information on these
(Social Security Provisions of the Agreement in two methods.
Implementation of Article IlI of the Panama
Canal Treaty). The employee's withholding is 0405102. Form W-4. Statutory deductions for
7.25 percent of salary, and the employer's contri- Federal income taxes will be supported by Form
bution is 12.45 percent of salary. Non-US. citi- W-4, "Employee's Withholding Allowance Certif-i 0
zens covered by CSIS prior to October 1, 1979, icate,' from each employee stating the number of
who are employed by the Panama Canal Compa- exemptions claimed or extra withholding autho-
ny orCanal Zone Government and were covered rizcd. Fonnu; W-4 may be obtained from the
by CSRS, will continue ito be covered under nearest civilian personnel office.
CSRS until termination.

A. Withholding Allowances. An em-
04(15 FEDERAL INCOMETAX WITHHOID- ployee completes, at the time Of entrance on
ING duty, a Form W-4, and any additional forns

required for withholding State or local taxes.
0)40501. Ge.nral The number of allowances claimed and the

employee's marital status provide the basis to
A. Withholding Authority for Federal compote Federal income tax wilhhliold ing (FITW).

Income Tax. Internal Revenue Code, 26 U.S.C. (Hie withholding of additional incomev tax in a
3402 (reference (z)), requires each Federal Agen- fixed amount is permitted when the employee
cy to withhold Federal income taxes from wages requests such withholding in writing.) If an
paid to employees. The current IRS Circular E employee fails to submit a Form WA, assume
(reference (i)) summarizis the emnployer's re- the employee is single and has no withholding
sponsibilities and contains rates and tables allowances. Once filed, a Form W4 remains in U
prescribed by the Treasury Department. Section effect until the employee furnishes an amended
33016 (c)(6) of 26 U.S.C. (reference (z)) states that certificate.
services performed in the employ of the United
States are exempt from the tax imposed under 1. Permissible allowances are
the Federal Unemployment Tax Act. described on the Forrm W-4. LDetermining the

"accuracy of the number of allowances claimed is B

9')
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not the responsibility of the cvilian payroll 040503. Allowance Status Change.. If an em-
office. ployee submits a new Form W-4, change the

withholding effective the next pay period. If an
2. The number of allowances employee claims the Form W-4 on file is errone-

claimed on the Form W-4 may be different than ous and submits a corrected one, no retroactive
the number of exemptions claimed on the em- adjustment is permitted.
ployee's tax return. Employees may use the
worksheet on the Form W-4 to determine if they 040504. Compensation Subject to Income Tax.
qualify for claiming extra allowances. The general rule is that all wages and differce.

tials are laxable, and all allowances are not
B. Additional withholding allowanc- taxable. See Table 4-1 for taxability on specific

es, as computed through use of the table on types of compensations.
Fonn W-4, may be claimed. An employee who
wants to increase the amount of tax withheld 040505. Withholding Allowances
may reduce the number of exemptions to which
entitled. If an increase only in Federal tax A. Withholding Not Required. An
withheld is desired, the employee may request employer is not required to deduct and withhold
an additional amount be withheld on Form W4, any Federal income tax from wages paid to an
in whole dollar amounts, Tregardless of the employee who has certified to the employer (as
number of exemptionrs claimed. The amount of prescribed by IRS) that the employee incurred no
withholding remains in effect until changed by income tax liability for the preceding year and
the employee, that the employee expects no liability for the

current year. The Form W-4 is used by the
C. Reporting Certain Forms W-4 to employee to make this certification. 1'he employ-

the IRS. Civilian payroll offices must report to ee must file a Form W-4 each year by February p *
the IRS if certain Forms W-4 are received. This 15 to claim exemption from withholding.
information will be accumulated in the liaison
offices and then sent to the civilian payroll office B. Retained Copies of Forms 941,
to be submitted with the Form 941, for each "IL.mplovr's Quarterly Federal Tax Return,' and
quarter. The Forms,; W-4 which are required to related reports. As forms are superseded or

0 be reported include: become obsolete, remove theim from the active
file and place in an inactive file. Treasury

1. Any forms received with Devrat'Mlent forms, e.g., Fo'ms 941, Forms W4,
more than 10 allowances claimeid. etc., do not have to be sent to the District Direc-

tor, IRS. However, the civilian payroll office
2. Any form received from an must show, on request, that the information is

employee who claims exemption from income on file as a supporting record.
tax, but is expe.cted to earn none than $400 in a
biweekly pay period. 01405016. Ta× Tables and Tax l'triods. Refer to

IRS Circular E (reference (i)) for the current tax
The reports must contain the following informa- tables or applicable payroll system tax package.
tion: EIN; name and address of the civilian
payroll office; and employee's name, SSN, and 0401507. Adiustment in Tax Withheld
addr,.-s;s.

A. Undercollection. If no tax (or less
D. The civilian payroll office will than Ihe correct amount) is withheld due to a

submit a copy of the Form W-4 crtrently in computing errmr, instruct the employee to refund
effect (or make the original available for inspec.- the overpayment in accordance' with due proess
(ion), when a written request is received from procedures (refer to section ((8103 for procedures).
the IRS.
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If the employee is separated, refer to section 0804 used to mail the payment, the words "FEDERAL I 9
for procedures. TAX DEPOSIT."

B. Overcollection. If more than the 040509. Resident and Nonresident Aliens
correct amount of tax is deducted, refund the
overcollection to the employee if within the same A. Withholding Tax. Wages paid to
payroll year. Refund on the next payroll vouch- both resident and non-resident aliens forservices
er, if possible, or use SF 1049, "Public Voucher performed in the United States are subject to the
for Refunds." Make an appropriate entry on the withholding of Federal income tax. The same
individual pay record. Include the amount regulations, procedures, and rates that govern
refunded and the disbursing voucher number. U.S. citizens apply to resident and nonresident
I1t Form W-2 was issued, prepare a corrected aliens.
form as stated in IRS Circular E (reference (i)).
Adjust overcollection of taxes on the current B. Withholding Allowanccs. Resi-
payroll. Enter the ,imount refunded, less the dent aliens may claim the full number of with-
current pay period':, tax withholdings on the pay holding allowances to which they would be
record. Increase the normal net pay amount entitled if they were U.S. citizens. Nonresident
accordingly and note the reason for the adjust- aliens who are residents of Canada, Mexico,
ment on the pay record. Japan, or Korea may claim the full number of

withholding allowances to which they would be
040508. Tax Payments - Payment of Withheld entitled if they were U.S. citizens. All other
Tax non.-esident aliens should not claim exemption

from income tax withholding, request withhold-
A. Tax Collection. All FITW/Social ing as if they are single, and claim only one

Security/Medicare taxes collected by the civilian allowance. This may avoid underwithholding of
payroll office will be deposited in account -- income taxes. U S
X6875.

C. Payment of Taxes and Tax Return.
B. Accounting. The civilian payroll Federal income and Social Security/Medicare

office making the tax collection is responsible for taxes withheld for resident and nonresident
preparing the Form W-2 and issuing it to the aliens covered in this Chapter will be included
individual. with the total tax deposit payment and reported

on the Form 941.
C. Disbursement. The disbursing

office will disburse all taxes withheld based on 040510. Lump-Sum Leave Payment Refunds
the information provided by the civilian payroll
office and the frequency of the payroll involved. A. Refer to sectioi 0808 regarding
The taxes are remitted on Form 8109, "Federal procedures on adjustments of overpayments and
Tax Deposit Coupon," and SF 1049 issued as a underpayments.
vuherd ofieof the Feditnera Reserv to the FRB
head office of the Federal Reserve District where B. When "ie -mire amount has been
the disbursing officer is located for deposit and collected, prepare a statenicnt (a sample format
credit in the Treasury's account. Remit amounts is shown in Figure 4-1) to be distributed as
withheld from wages for Federal income taxes, follows:
Social Security/Medicare, employer's contribu-
tions for Social Securitv/Medicare and a com- 1. The original is sent to the
pleted Form 8109 to the appropriate FRB on employee, with one copy for each taxing authori-
payday. To expedite handling at the bank, ty for which tax has been withheld from the
stamp in bold letters on the face of the envelope einploye('s pay.

--I
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2. One signed copy is sent to the B. Form W-5. On Form W-5 an em-
IRS, the State (if applicable), the city or county (if ployee must show if they are married. If the
applicable), and any other auiliorized taxing spouse also has filed a Form W-5 with an em-
authority. ployer, use the advance EIC tables in the IRS

Circular E (reference (i)) (either the wage bracket
040511. Advance Earned Income Credit (EC). or percentage method table) titled "Married with
Civilian payroll offices must make advance ETC Both Spouses Filing Certificate."
paymnents to eligible employees; however, eligi-
ble employees must request payment by filing an 1. Form W-5 remains in effect
Form W-5, "Earned Income Credit Advance until the end of the calendar year. Eligible
Payment Certificate," with their employing employees mist file a new certificate each year.
activity. They must file a new certificate each
year. 2. The signed form becomes

eff,,ctive with the firo;t payroll period ending (or
A. Elig.iililv Eligibility requirements the first wage payment made without regard to

are shown on Form W-5 and are summarized a payroll period) on or after Ihe date the certifi-
below: cale is received in the liaison office.

1. The employee's expected 3. if an employee has given the
earned income and aijusted gross income must liaison office a signed Form W-5 and later be-
each be less than the anmount sel by IRS for each comes ineligible for the credit, the employee
taxable year. must revoke the previously filed form. If the

eniloyee's situation changes because his or her
2. The tax return mu~st be filed spouse files a Form W-5, thIlt emphlyee must file

as single, married filing jointly, head of house- a new Forrm W-5 showing, thai his or her spouse 0
hold, or qualifying widow(er) with dependent has a Form W-5 in effect with an employer.
child.

4. If an employee has a Formn
3. The employee cannot be a W-5 certifying that their spouse has a Form W-5

qualifying child of another person. ill effect and the spouse's form is no longer in
4eeffect, the employee must file a new Fornm W-5. 0!4. The employee generally must

have a qualifying child, as defined in the instruc- C. Amounts ýo be Paid to Fliigible
tions (in Formn W-9, living with him or her more I.-n ployee's
than half the year, including time when the child
is away at school or on vacation (the entihe year 1. IRS Circular E (reference (i))
for a foster child). Tile cLhild nmost lit under tllhe contiains a biweekly payroll pe'rioid table to be 0
age of 09 at the end of the yi-ar, a full-time used with the employee's biweekly taxable
student under the age of 24, or permanently and wages to compute thi, advanci' payment.
totally disabled.

2. The civilian payr.)ll office will
5. A married child genera:'v refer employees with questions about their

must be claimed as a dependent by the em- eligibility for advance EIC payments to thie IRS. a
ployce. H-owever, there are special rules that
may apply it the child is the child of divorced or D. Paying the Advance EIC to Em-
separated parenis, or if the employee qualifies as plle
an unmarried head of household. See Form W-5
for details. 1. The advance EIC paymei

des notI cilange Ilhe am)ount of incomne tax,
Social Security. or Medicare taxes that you
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wvithhold foom empioyeesc wages. The advance 1. The civilian payroll office19
EtC paymen~rt is no0t COMPenlSatiOol for services retains the following:
rendered and is not subject to payroll taxes.

a. Amount,; and dates of all 4
2 'Cenevrally, em-ployer; will pay wage payments and advance EIC payments.

the 4nmount of the advance EIC payment from
witihheld income, S~ocial Security, anld Medicare b. Dates and amounts, of tax
taxes. TIhese taxes axe normially require d to be deposits miade.
paid over to IRS either through Federal tax
deposits; or with employment tax returns. C. Copies of Form 941

returnsc filed.
3. If for any pay pe~riod the ad-

vance EIc payrrients are mi-ore thanl tile withheld 2. The liaison office will retain
income, Social Security, and Medicare taxes the following:
(including the employer's share of Social Security
and Medicare tae~,the civilian payroil office a. The employee's State
may: withholdin~g allowance certificate, These forms

will be ke!pt until superseded or canceled.
a. 1educe each advance, RlC

paymnent propoetiontoaly. (U.ach payment must b. Copies of the employee's 0
be r.Ž'UUeed 1-y al- d[Anm..ut that has !ie samei ratio Forml W .5.
to tile excess as dhe Palivinen has to die total of
all advance payment.s ir the payroll period); or C. Dates of employment.

b. EILIc to make iuil pay- 0400 STATE INCOME TAX WITHHOLD-
nient o!' ait adva)nce LiC amiounit and have these ING *
fu~ll allwalts h-Oat'd as art advance payment ot
thle clmlplovi-r's tax liablility. 11 exot'ss FiC pay- 014060),. General. Each DoD employee shall
Illents are 1111plied agai i t any other lawes, attach complete a withholding certificate. for Slate taxes
all explan thin t iti) Utx LA urnA111 oil which theý as a bosis for proper' witnihold ing. The certificate
credit foi- overpa'nirti is taken. SlialJ spLcify the emplo4yee's tax liability, place of

residence, regalar place of employment, exernp-
I w. 11', NCII a\'m I l ions and adllowances. Ti'!, certiificate remiains in

effect until the employee submitis a new certifi-
\dvarlcev lC paymnvits ,%ill cale. State tax withholding is required for any

bQ identhifid onth fil,-I) f7orm 592 anid reporte0d Iii ni eployee who is subject to thle tax and
oil theL Form 'ittý. whose regular place of Federal employment is

within thle political bo~undaries of liii State that
2. Tlh' tota i a iiiwit of' advance ha~s entered into ani agre'n ient with the0 Treasuiry

`I C pay tnt ots itiad e1J do rin fig O the l yerWill be Ovepa it men I
shown o the eml, Ulol~ly t's F0o111 W-2.

A. State Income Tax Withholding
3. Tholvo tolowts slht)wn onl Fomrn

W-2 for inIcome. taX wVithhe!ld (if any), Social 1. Withhold ing A uthoritv.
St~uriy, nd cdtar taes ittlild ie il Section 5517 of 5 U.S.C. (reference (b)) and(- FC).

affected by advance H3C paymenits. Likewise, not 11,99J7 (refetence (s)) provides for thle withniold-
other entrites nýit Coni W-2 an-( changed because ing oif State and territorial income taxes front the,
of these paymenvts. compensation of Federal employees, if anl agree-

men01t lhas been entered into between the Secre-
IL Muird .cptariy of thle Treasury anid the poper official (if
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the State or kerritory. Employees may elect to civilian payroll otfice will immediately prepare
have voluntary withhilding for a State that has a letter to the State concerned including:
not reached an _.grneemt.

a. A request for the forms
2. A..gr~ements with States. and instructions required to withhold tax, pro-

" Agreements exist between the Secretary of the cess returns, and pay the tax.
Treasury and many of the States for withholding
income tax from the compensation of Federal b. A request for a State EIN

employees whose regular place of employment for the civilian payroll office.
is within the State (TFM, Part Three, Chapter
5000, Appendix 2) (reference (ag)). The civilian c. The approximate date
payroll office will send copies of Forms W-2 to withholding will begin.
States which have negotiated agreements with
the Secretary of the Treasury with respect to d. The name, address, and
, remployees who (1) are subject to mandatory telephone number of the civilian payroll office.
State withholding, or (2) may elect withholding
under a State law (TFM, paragraph 3-5070.10) 6. Determining Employees
(reference (ag)). Subject to Automatic State Withholding

" 3. Deduction for More than One a. Employees are normally
State.. If the einployee is subject to withholding subject to withholding for the State in which
in more than one State, use separate deduction their duty station is located. The duty station is
columns or codes to identify tax remittance for usually sh-,)wn on the SF 50. The duty station
each State, The State requirements for withhold- also governs withholding for employees in
ing income tax may be modified by reciprocal continual travel status. Fur an employee whose
agreements between Stat ;. The effect of recip- duties are performed at a place other than the i 0
rocal agreements generally is to relieve the official duty station, the place where the employ-
nonresident emplovec of a tax liability to the ee regularly performs his or her duties is consid-
Stale in which cmployed, iimd to relieve the ered the regular place of employment for State
employer "of the duty to withhold such taxes, tax withholding purposes.

4. ,Determination of Exemptions. b. Reciprocal agreements
Use the number( of exemptlons shown on Form between States may affect automat;c withho.ding
W-4 for withholding State taxes unless other according to the duty station.
"instructions are in State regulations or specified
in the agreemeni with the U.S. Treasury. In c. In all disputed cases, the
soint, instances thl,! Tireaury-State agreement or civilian payroll office will:
State law peo'mits nonresident employees to
certify theiz conmensation is riot subject to that (1) Withhold the tax;
State's income tax. When the agreement or Stawe and
law contains such a specific provision, the em-
ployee's signed statemeunt is accepted as justifi- (2) Advise lhe employ-
cation to discontii ,Je withholding of State in- ce to negotiate directly with the proper taxing
come tax, and the statement is filed with the authority as to liability.
employee's Form W-4.

7. Voluntary Fod uctions oif State
"5. Conlactin Stales, when a Incone Tax

Civilian Payroll Office is Activated or a New
Withholding A"reement is Established. To a. When a Stote provides
prepare to withliold State income taxes, the for voluntary allotment withholdings, civilian

1104
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payroll offices must withhold tax for employee.; e. The civilian payroll office I

who have a legal obligation to pay. This applies will pay withheld State income taxes to each 0
whether or not Treasury has a withholding State concerned as prescribed for that State.
agreement with the St.,re.

8. Wages SubJect to State With-
(1) Employees must holding. All wages and salaries subject to

request the allotment on a proper withholding Federal income tax withholding are subject to
certificate. State withholding. All cost-of-lPvirg allowances 0

paid to employees in Hawaii are included a!;
(2) Employee tenure taxable income. Severance pay per 5 U.S.C. 5595

does not affect the allotment. (reference (b)) is included; however, severance
pay paid to the survivor of a deceased employee

b. Civilian payroll offices is excluded. Nonresident employees, who under
located in foreign areas are not expected to the State income tax law are required to allocate S
exercise sole responsibility for determining the at least three-fourths of their compenLsation to the
need for collection of State and local taxes for State, shall be subject to withholding on their
assigned employees. Each employee must entire compensation. Nonresident employees,
assume that responsibility. Before a request is who under the State income tax law are required
submitted, an employee must be advised of the to allocate less than three-fourths of their corn-
following: pensation to the State, may elect to have: S

(1) Obtain assistance a. State income tax with-
from the employing activity legal staff available held on their entire compensation, or
to him or her; or

b. No income tax withheld
(2) Contact the proper on their compensation (31 C.F.R. 215.11) (refer- 5 0

State or local income tax office as to the applica- ence (c)).
bility of withholding taxes while on an overseas
assignment. Preferably, this should be done 9. Amount of State Withholding
prior to an employee's departure from CONUS. and Personal Withholding Allowance Forms
Once a determination is made that withholding
applies, civilian payroll offices will honor the a. The civilian payroll office S
request. will withhold amounts based on personal ex-

emptions and either:
c. The civilian payroll office

must comply with the agreement, regulations, (1) TheState withhold-
Ind instructions of the State concerned. ing tax tables; or

d. The civilian payroll office (2) Percentage or for-
will base the allotment anmount on either: mula methods in accordance with the proper

withholding agreement.
(1) The amount (in

whole dollars) set ly an employee; or b. Generally, the tax with-
held, after subtracting proper exemptions and

(2) The withholding allowances, should not he less than:
certificate filed by an employee and the State
withholding tables or formulas. (1) The amount set in

the State withholding tabhe; or

105
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(2.) Tit a~ otw.er dabo a. Employee Pa~y Records. P
mined by the percentage ozrfomula nintii(d pa- Th'ie civiiian payroll office shall record the
scribed. amounts withheld each pay period on an em-

pivespay record when a special payment
C. Tai CivjAn ib/ro OkfCe ucciirs, olherwvisc thec system.- will,~tratc~

may use tie employee's Form W.-4 to determine updatu an employee's record,,.
Stake withholding in piaceý of Siale ois 4: 8

b. iDepos't Accounts. The
()The vdarii ainA civilkin Payroll offhce Shall:

agreement authorizes it; and
(1) Lis t the tota I of

(2)The~ioc f~riPe~~- w;tkia '1 S;aize taxcýes as "State Taxes" under
at exumptions; allowed arihe Sifliesa , Pa i-oll Suaitiarv on DID knorri 592.

d. Employee;; triust file a (2) Deposit the total in
State emiployee withhoidiog) evx'mcnr L,:i rtificaji- doposii uind accomunt *--X6275, Withheld State
if: 'i,corkie 1i'axes. (This a~ccouni will be credited

Wiege~less ni the emnploying activity of tie
(I uxclplions Linder On ployee; nowever. taxes deposited in thea

State law are not thet sanie us under I edct al ;a w; ciefosii fund account ol the Corps of Engineeri
OF --iv ttii Lltioi, Will be Lrud it'd to 96X6070).

(2) l~eS~at 'qeosC. Bio 501' Crrections. Th1
the use of a separate form. civilian piyioll office. hould correct a clerical

Srrail made in the prior piay period to the current 0
11). siz., 1isn Ceriiicailus Ict. IJd, a (aCya if the (11pl)oyee is still on the

FMPloyees3 L11e 11nirinally LbJeCtA Mo m~andAtOry payroll. it die evror resulted in thle underdeduc-
withholding 'undero Tivascy~Siate c lh~d~ fiol of vvb;hhle!dI taxes, due process procedure,-;
agreements; h1o wev'r, anl Uii ployce10 n11d ,as WYl C110 t followed to collect 1We overpaynient. If
exen-ptloii fr.nt vviilhholdirag wilier CUIOHLI "11h error. losaltod An the i)verJdedUCi io of wvith-
co.-d it ion. Ci vili an paiy iou office, Ji uhI: held taxeS, the' am OU11t Of the ove rded ucti n~ will

LIC i.f'Uf1dd to the emlll)oyee onl thet neXt reOgular
P. Re qliitL UiCi L .;, O1 SkL;1C- :YCIE', cyce e cjivilian paLyr(oll (ffiCe' will not

fuLrni is h ed d XA. ,AA1 enat ,"Ia n ce 1 jjIli atis analef lail., an'y a dlastmentif

b,. Give thie UV!'sg11AWd 'I) lhe eiiployet' is no
Official Of the' taXiligj Sld aLt the( tlVjý, ik~yx IIr 01( n - Iog o h p'ay oil; o, S
tion (or, M1110t'4) ah)OJ 1 e , ILL toy '525 Clild 510
exemptionm (2) The error was in at

J. Payhig 01.1t Withhleld
(2) SSrJ.I

(3) Th.( bLasis ior the (I) FrscjUeiiCY. Civilian
claimed exemption, payroll o)fficecs wvill Comply withi the State's

CaI;'1 ron LAx"i , W he[10' he pay mICnI- 's requcired
11. Accounti n,, for Withheld biweeklyv, nint lh ly, or- quarte-rly. (Ci mine ut laws

faxes n:, 1 eiia'il :11)11 thosev cited in Treasury-State
iigetoiesl; xieticutc in (lhe past). Civilian

(16o
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payroll offices will not make payments more (3) Names, addresses,
oqten than required. and SSNs of employees. •

(2) Payment identifica- (4) Copies of returns
tion. The disbursing officer will issue checks on filed.
the basis of the SF 1049 that the civilian payroll
office prepares. The civilian payroll office must b. The liaison office shall
prepare required tax payment documents,. keep the following: •

12. Balancingt State Wage and Tax (1) The employee's
Information. The civilian payroll office will State withholding allowance certificate. These
balance the amounts reported on the Forms W-2 forms shall be kept until superseded or canceled.
or magnetic tape to each State with year-to-date
control totals for State taxes withheld and Stake (2) Copies of the emr-
taxable wages. These amounts must be balanced ployee's Form W-5.
before Forms W-2 are distributed to employees
and forwarded to the States. (3) Emplovnent dates,

13. Change of Address. Employ- 17. Annual Form W-2 Reportiiu.
ees must furnish a change of address to the Refer to subparagraph 0902017.C. for procedures. S
liaison office as needed.

18. Official State and Territory
14. Collection of Delinquent Codes and Abbreviations. The official abbrevia-

Taxes. The civilian payroll office will not collect tions and State codes for all the States of the
delinquent State taxes. United States (including D.C.) and U.S. posses-

sions and territoriv!; ire listed in Table 4-3. No
15. Notice to EmwLoyees. Agen- other abbreviations or codes will be used.

cies shall advise their employees that informa-
lion returns will be sent to Slate and other taxing 04060)2. Guam or the Northern Mariana Islands
authorities (if the employee's State of residence Federal Income "'axes. Refer to TFM, lPart Three,
(and, in some cases, employment) where such Chapter 4000, Section 401)85 (reference (ag)) for
authorities have requested the information; procedures. S
however, only information properly :'eleasable
under the Privacy Act (reference (e)) shall be 040603. Pluerto Rico Taxes
released. The notice should point out that
employees may have .inconne tax liability to these A. The U.S. Court of Appeals iSsue'd
taxing jurisdictions., a decision on October 19, 1994, that invalidated

the Department of the 'rea-,ury wilhtholding
16. KvecordkeepintY agreement with Puerto Rico.

a. The civilian payroll K. The decision does not relieve
offices shall keep the following records of State Federal employees of their tax liability to Puerto
tax deductiolns: Rico. The effect of the Court's decision is that all

Federal agencies, makini, wage payments; to
(1) EIN assigned by tile Federal employees in Puerto Rico must withhold

tlate. Federal income taxes on those payments in the
Lame manner as they did prior to the

(2) Amounts and dates withholding agreement with l'uerto Rico, evenl
of all wages subject to State tax withholding, though Puerto Rico rather than tile United States

is entitled to incomie tax on those payments. I
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0407 CITY AND LOCAL, INCOME AND a. The civilian payroll office
EMPLOYMENT TAX WITHHOLDING shall withhold tax from wages of Federal em-

oployees who reside in cities or counties that have
040701. Withholding Authority. Section 5520of entered into withholding agreements.
5 U.S.C. (reference (b)) and E.O. 11,997 (reference
(s)) authorized withholding of city, county or b. The civilian payroll office
employment tax from compensation of Federal shall withhold tax from tile wages of Federal
employees who are subject to tax and whose employees whose regular place of Federal em-
regular place of Federal employmetit is within ployment is within i city or county if they are
the city which entered into a proper agreement subject to tax. If the employee resides in a
with the Secretary of the Treasury. Withholding different State than that in which the city or
is also required if the employee is a resident of county is located, he or she is exempt from
the local tax authority. Each DoD employee mandatory withholding.
shall complete a withholding certificate for city
or local taxes as a basis for proper withholding. c. The Federal employee's
An out-of-state employee's consent to have city regular place of employment is usually the
or local taxes withheld is also required when enmployee's official duty station whic4l is shown
applicable, on the SF 50. If an employee actually performs

service at a location other than tile official duty
A. An agreement must be reached station, that location will le considered the

between tile Secretary of tile Treasury and the regular place of employment.
applicable city, county or local taxintg authority
before withholding is requiredl (TFM, Part Three, d. Serv ices performed
Chapir" 5000 Appendix 3) (rLe.,'encc (ag)). T'he outside a city or county. Many local ordinances
agreement provides for mandatory withholding tax only wages for services performed within tih l
of income or employment tax from the compen- city or county; in most cases, this applies only io
sation of Federal employees whose regular place nonresident employees. An employee eligible to
of employment is within the city or county or is exclude part of his or her annual incomne under
a resident of the city or county. Generally, this is such provisions must submit a withholding
based on where employees report for work. In certificate that specifies the amount or percent-
the case of employees who perform tth'r services age. The civilian payroll office shall then reduce
other than whieie they report, the regular place withholding accordingly. If the employee does
of employment is where the eniptcyce regularly not file a certificate, the civilian payroll office
performs his or her services. shall withhold tax based on his or her total

compensation.
B. Administration of City and County

Withholding Agreements. Civilian payroll Note: Civilian payroll offices shall not make an
offices shal! apply policies and follow procedures adjustment in withholding if the employee
as prescribed for States. Wages subject to man- performs less than 25 percent of his or her
datory city and county withholding: services outside the city or county.

1. Basic wages. All wages and 040702. Voluntary Withhold in; of City or Local
salaries subject to Federal income tax withhold- Tax
ing are normally subject to city and county
withholding. Severance pay paid to an employ- A. Nonresident Employees, An
ec is included; however, severance pay paid to employee who does not reside in the State in
the survivor of a deceased employee is excluded, which tile City or county (place of employment)

is located is exempt from mandatory withhold-
2. Mandatory withholding ing; however, if there is an agreement between

the city or county taxing autnirity and the

i 08
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Treasury, the civilian payroll office may with- A. Employees must submit a with-
hold tax with the employee's consent. The holding certificate; they must provide tile liaison
employee must submit a withholding certificate. office with all the information needed to proper-

ly deduct city or county income taxes. If an
B. Allotment for Voluntary Deduc- employee does not furnish a certificate, the

tion. An employee har ihe option of making a civilian payroll office shall withhold tax at the
voluntary allotment for the payroll deduction of highest level that applies to that employee's
taxes of their city or county of residence if they annual wages; however, the civilian payroll •
are employed outside that location. The fact that office shall not withhold any tax fromn wages of
taxes are withheld for the city or county of an out-of-state employee until they submit a
employment does not affect the employee's form consenting to withholding.
voluntary allotment.

B. Employing activities may use a
1. An employee may make a withholding or exemption certificate furnished I

voluntary allotment for withholdingecven though by a city or county if it provides all required
the city or county does not have a withholding information. If it does not, employing activities
agreement. may use TFS Form 7311, "Employee's Withhold-

ing Certificate for Locai Taxes."
2. The civilian payroll office

shall set the allotment amount on the city or C. Liaison offices may furnish copies 1
county withholding method or deduct a whole of the employees' withholding formns to the city
dollar amount set by the employee. The employ- or county on request; however, only information
ee must submit a pooper withholding certificate. properly releasable under the lP'ivacy Act (refer-.

ence (c)) !;hall he released,
C. Accounting for Voluntary With-

holding. The civilian payroll office shall account 0)4017014. AcUnnting for City and County Man- S [
for voluntary tax deduction.s as prescribed for datory and Voluntary Wilthholdinw.
mandatory withholdinlgs.

A. The civilian payroll office shall
D. Amount of Withholding-. record amounts withheld each pay period in the

employee's pay records when a special payment
1. The civilian payroll office occurs; otherwise, the system will automatically 0

shall withhold tax based oin: update an employee's record.

a, The proper city or coun- B. Deposil,. The civilian payroll
ty tax withholding rate set in the city or county office shall make a one-line entry on the DD
instrudctions; Formi 592 as follows:

b. The prescribed percent- 1. Enter "Withheld City (or
age or formula method; or County ) Income Tax" below State or territorial

tax and the total anmount withheld each pay
c. Computation of a set period.

amount to be deducted from the employee's pay
each pay period. 2. Credit the withheld tax to •

de-posit fund account --X6275 for city and county
2. The civilian payrnll office tax.

shall deduct an amount, at a minimum, nearly
equal to the tax required by the city or county. C. Correcting Error.;. Civilian payroll

offices shall apply the samne instructions applica-
040703. Withholding Certificat,,e

1 (9i
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ble to the withholding of State taxes. Refer to employee pays the remainder of the cost through
subparagraph 040601.A.] I.c. for procedures. withholdings from their salary. The employee's

participation in the program is voluntary.I
D. Paying Out Withheld Taxes,

Civilian payroll offices shall apply instructionis D. Enrollment, Change of Enrollment,
for State tax. and Cancellation. Thle SF 2809 is completed by

the employee to enroll, not to enlroll, change
E. Annual Form W-2 Reporting. enrollment, or cancel enrollment of FLI lB cover-

Refer to subparagraph 09'0207.C. for procvdures. age. An employee may elect to cancel FEMiI
coverage at any time. The civilian personnel

040705. Record keeping office reviews SFs 2809 and, if they are, properly
completed, forwards two copies to tile civi~aii

A. Civilian payroll Offices shall keep) paynoll office for processing. Thet SF- 2811),
all records of city or county income tax dleduc- "Notice of Change in Hlealth Benefits Enroll-
tions. Records should include thet-: ment," is used for employees whose civilian

payroll Office changes, and by tilt emlploying
1. EIN as~signe'd by the city or office to terminate enrollmeont, reinstate enroll-

county; mciii, or change the name of tho enrollee!.

2. Amounts and dates of all C, Effective Dates. Unless otherwise
wages subject to city or county tax withholding; noted, enrollmen~ts and changes to1 enrollmentls

become effective the first day of the pay period
3. Name", addresses, and SSN of that begins after receipt of an SF 28(19 in a civil-

employees; ian personnel office. An emiployee must be in a
pay status at least part of thev pay period preced- *

4. Dates and amounts Of city or inlg thle effective date of nilmlinezit Or chlange. If
county tax paid; and an emiployee was not in a pay status during this

preceding pay period, an enrollinent becomes
5. Copies of all returns filed. effective oin tile first day of' tile pay J HrId after

the return to) pay sLtatus. Effective dates Of "0111-n
13. Tihe em ployinig, activity shall file season"' enoinedni eos and clia oges ein enrll mivit

withholding authorization certificates for city tax aire set by Ol'M, Report any discro-1l incies iln

deductions in a file for ech~l emp11oyeeV Until establish;Iing effective dAteS to tHIP Civilianl per!;on.
superseded or canceled. niel Office.

04018 FEDER(AL, IMI11 GYFI:S I-EA3 1I 1)D. Contact with Carriers. The civillan
13ENEFITS (FET-tB) Piayroll office is fill point (il contact with the

insurance carriers concerning nlamles and nlumi-
044)8(1. Gene-ral erofeolesudracri'rshealth buncuts

plan. The carrier's copies of S~s 2809 and SF.,;
A. Statutory Authority, The P131113 28111 should be sent to the appropriatec cardier

Program, authorized by lP.[. M,-382 (reference (with aoi SE` 2811) onl a daily or- weekly basis,
(e)) and 5 U.S.C. Chapter 89) (reference (b)) as depending onl the volumet in tihe civilianl palyroll
amended, provide% for health insurance to Office, Under nio circumnsta nces should S~s 28019
protect civilian emiployees against thec cost of' and S~s 2810) be accumiula ted for longer than I
hospital aild dloctor care ill cast, of sickness-S or week, nor should they 11e delayed It) coincide
accident. The cost of' the insura nce is shared by With applicable pa1yroll dud aUctions. Before theV

thet employee and thle emoployer. OPM specifics carrier's copies of SI's 2801) Or Sk 2811) are
the amount whlich ttile emnployer contributes transmitted, the civilianl paUyroll Office shouIld
towards the cost Of eachl type of enlrollmnirt. 'Ihel( verify tihat thle Payroll tiction requiredL by thlt

110t
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form can be taken, e.g., that the employee was in 2. Partial Premiums. Partial
a pay status sometime during tile pay period premiums are. not authorized except for employ-
prvceding thle effective date, if thle pay status ces who transfer to another Government agency,
requirement is applicable to the action being employees who retire and are eligible to contin-
ta ken. ue FEHB11 or die and there apparently is a survi-

vor eligible to continue the enrollment, or em-
E. Liaison. Civilian payrull offices ployees whose enrollmnent is terminated orb

must maintain appropialt, liaison with tht reinstated because of entry into, or return from,
civilian personnel offices or liaison offices to military service. Refer to subparagraph
ensure prompt action in processing and solving 040802.13.8. for the proration of deductions.
any problems. Answer., to carriers about person- Otherwise, the full withhukling must be, made
nel actions must be verified with thle civilian for each pay period even if anl employee is in a
personnel office or the lia ison offico before a pay status for only a part of the( period.
reply is made to the carrier.

3. Insufficient Salary for With-
040802. Deductions and Contributions holding, If an employee's salary is not enough

to cover the full withholding, nothing is with-.
A. Enrollmenvt Codes. A three-digit held. The requirements arL, the same as during

enrollment code is designated by 011 M to identi- a nonpay status. If no FFH-l premnium is with-
fy health lxenefit planis. The first two digits held fromn the employee, tile Governiment contri-
identify thle plan and the third digit identifies the bution is forwarded to Ol'M immediately, If the
options, such as high or standard option and self Government contribution has been forwarded to
only or self and family option. OPM onl tile SF 2812 and a~i adjustment is re-

quired in a subsequent pay period because of
1B. EtL.1oyvee LXductionn late receipt of the FEI-IB3 cancellation, alpropriate *

changes must be made to the DID Form 992 and
I1. Withholdings. D3eductions for thle S1, 28i12.

full-timev emnployees are mnade each pay period
except as discussed in subparagraphs 0408ol2.13.3. 4. Withhlding W hle in Non-
anld 04080)2,13.4. The amiount to be- withheld is tidy Statlus
determined by the rate applicvble to the plan,
option, antd coverage selected. I'Iw( benefits, d. If anl emlployee is inl a
biiweekly deduction, anld other major features of nlonpay status for the entire pay period, the
each participating plan are described in ilh. empl-Joyee's portion of thle FEI 113 premium must
brochure for that plan. Refer to thle Federal still bek pail in order to maintain coverage.
Hrmphyeus H-eaIlith Benefits I landbook for Per- Payment can be made by chickA, nioney order, or
-ionuel and Payroll Offices (refvrence (h)) for- a payroull deduction f-rom subsequent earnings.
d escri ption of thie types of plan s offe red. Thu A i), FI Hl~lli premi iunins colleccted during a period
formula provided in thle Federal Employees of le~ave withtout pay (LWOP) pentdintg disability
1liealill 13'nefits Hiandbook for Personnel and retirement or OWCI' should be refunded if theu
Payroll Offices (reference (11)) is used to compute disatbility retirement or OWCI' is approved. The
employee and emnplnytor biweekly ded uction.; ainoutits due will bie collected fromn the disability
and co tributions for employees, sult as teach retiremntit or OWCP.
ers4, who are paid an annual tiay in less than 26
pay periods. Deudcntions are started only ai the b. The payroll systeni must
beginninllg of' a pay pe riod. I ff ci ivi dateS of proid uce a list in (igf enrol led emiphloyees wi th no
termtinathitn of enrortlumen 1 or co ve rage arme outl- du-d u cliiis fori FEFI-1. One copy of [lie listing
lined in the F ed eralI Em ph iyee% Fl~i sth 111 Benefi rs shnould bi, etia ined and one coipy sholt d bewsnt
H antd book ftor P ers onel Iantd Payro ll O. ffices, to Lithe civilian peronne m oe ffice, The civ ilian i
Subcwhapter St) (referenIce (11)). peOSMITnhlc office prepares the notices to each
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,1 .;

employee in accordance with instructions in the butions are also required as though the suspen-
Federal Employees Health Benefit- Handbook for sion or removal had not occurred.
Personnel and Payroll Offices, paragraph S20-2b
and in Exhibit 20 (reference (h)). If an employee e. An employee may elect,
does not respond, it is presumed that coverage within 60 days, to continue health insurance
is to be continued. The employee should be benefit coverage for the entire period while in an
advised of any withholding from pay, if possible, authorized LWOP status to serve as a full .lim
beft e the withholding occurs, and the employee officer or employee of a labor organization. If
should be given an opportunity to set a reason- this election is made, the employee pays his or
able installment rate to liquidate the indebted- her share of the premiums, through the civilian
ness. Any amount due accumulated over 4 pay payroll office, with the emno,.ying activity niak-
periods or less immediately preceding the cur- ing the Government contributions (Federal
rent pay period, can be collected without an Employees Health Benefits Handbook for Per-
employee's consent. The civilian payroll office sonnel ard Payroll Offices, Subchapter S8)
should note payments received or payroll deduc-, (reference (h)).
tions withheld. Payments should be recorded in
the OPM deposit fund for FtH1B premiums. If f. An employee granted
the employee separates, the amount an employee LWOP while temporarily assigned to a State or
owes should be offset against any entitlements local government or to an institution of higher
due. If pay is not sufficient to cover the debt, education may continue the coverage for thelt
OPM Form 1522, "Request for Offset for Past duration of the assignment. The employee must
Due Health Benefits Premiums fr)m Monies pay his or her sare of the premiums, through
Payable under the Civil Service Retirement the civilian payroll office, with the employing
System," should be used to offset against activity making the Government contributions.
CSRS/FERS. There is no minimum amount
subject to offset. PaynivnN will be withheld g. An employee transferred
when the ;,inuity begins. If any payments have to an intcrnational organization with the consent
been made by the employee, they should be of his or her agency may continue health benefit
refunded, covec-age for the duration of the transfer. The

employee pays his or her share of the premiums,
c. The date of last with- through the civilian payroll office, with the

holding and anmount due should be shown in the employing activity making thet Government
Remarks sectioni of the SF, 1150 when an employ- coitrihu lion!;.
ee transfers and owes for FE1113 premiums.
Amounts due frir& employees Iransferring lo or 5. Wilhholdin, Froml Lunmp-Sum-
from another civiliain payroll office can be col- Leav(ILSL) I'aynient. No health bernefits deduc-
lected and reported to OPM by the gaining tionMs alL m10 fr1'01 the I!SL paymlent. This does
civilian payroll ofl'fice., not )l0 lyIt) collecliolns for indebtedness.

d. An employee who is t,. CancellationoftCoverage. An
retroactively restored to duty after an erroneous employee':; cancellation of enrollment is effected
suspension or removal may have his or her by forwarding an SF 28(09 to the civilian person-
enrollment reinstated retroactively, or may enroll nel office. The effective date of cancellation of
in the plan and option of the employev's choice, enrollment is the last day vif the nly, pay rid in
the same as a new employee. If the employee which the cancellation is received by ihe civilian
elects to have the enrollnent reinstated retroat- persotinnl office. See 5 C.F.R. 891W.304(d) (refetr-
lively, payroll deduc'ions for the period of ence (1)).
suspension or removal must he made from the
retroactive pay adjustme~nt, Government contri- 7. Deductions Withheld U on

transfer. An employee's enrollment and cover-
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age continues without change when the employ- The effective date of the action to be used as a 3
ee transfers from one civilian payroll office to basis in prorating is the date of entrance into, or
another without a break in service of more than return to duty from, the military service.
3 days. Prorate withholdings and contributions
in accordance with subparagraph 040802.B.8. 12. Retroactive Changes in Enroli-

ment. If an employee retroactively changes from
8. Four-Day Rule. The follow- family to self only, adjustments should be pro-i

ing illustrates the four-day rule for proration of cessed in accordance with paragraph 040807.
deduction•s Shown on the left is the number of
calendar days between the transfer date and the C. Emrloyer Contributions
preccding or next pay period. Shown on the
right is the withholding rate to be used by the 1. The Government's contribu-
losing and gairi'ng civilian payroll office, tion must be paid every pay period during

which an employee's enrollment continues,
0- 3 none whether the employee is in a pay or nonpay

4 - 10 weekly sta tus. 'I he Government's contribution should be
11 -14 biweekly submitted as soon as it becomes due, that is,

with tthe other deductions and contributions
9. Mass Transfers. When a forwarded. onl the SF 2812, for the same pay

group of 25 or more empioyees enrolled in the period in which tile coverage continued (Federal
same plan are to be transferred on the same day Employecs Health Benefits Handbook for Per-
from one civilian payro)ll office to another, sonnel and Payroll Offices, Subchapter S20))
separate transfer-out and transfer-in forms need (reference (h)).
not be prepared. A list may be prepared and
attached to one SF 2810 documenting the mass 2. See OPM's Schedule of Sub-.
transfer-out. Copies of the same list attached to scription Charges for conlribution rates for
the S51 2811 should be used by the gaining full-tiio, employees. Charge the total to the
civilian payroll office to process the mass trans- same appropriation from which tile salaries of
fcr-in. thie employees are paid.

10. Witlhholding Upon l{etinrvnient 1). Withholdingts and Contributions
or Death. If an employee retires and is eligible for lart-Tifle Employees. IL. 95-437 (Federal
to continue eniullment as an annuitant, or dies Employees 'Part-rine Career Employment Act of
and there is a survivor eligibhle to continue 1978) (reference (e)) provides that part-time
enrollment, as determined by the civilian pelson- employees subject to the act may e'lect coverage
nel office, the losing civilian payroll otfice makes under 1iT",1 Ilk lowever, the law requires that
withhioldings and contributions, subject to the certain part-time employees will pay not only the
four-day rule, as for any other Iransfer between regular deduclion for health benefit coverage but
civilian payroll offices. If there is no eligible also p orioni of the Gove i unient's contribution.
survivor or the annuitant is not eligible to con- The civilian personnel office determiles if tille
tinue enrollment, a full deduction is withheld. employeev is exempt from the provisiolls oif Ilis
WMhholdings are made by OPM beginning with law it.gan•alng proration of the Government's
the effective date of the annuity. con!ribution. If the enmployee is not exempt, tile

amount of the Government's contribution is
11. Withholding Upon "lermina.- based on Hth proration of tie number of hours

tion for Military Service or Ieinslaltment. If an thle part-time employee is scheduled to work, as
employee's enrollment is terminated or reinstat- iodiCa ted on the SF 50, comnpared to the numblevr
ed because of entry into, or return from, military of hours worked by full-tinre emuployees. See 5
service, prorate withholdings and contributions U.S.C. hw)U6(b)(3) (reference (b)). The followingunder the four-day rule as applied to transfers. exanllplh is provided:
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1. A part-time employee is field on the "Health Benefits" tine of the SF 2812.
scheduled to work 50 liours per pay period. This amount will also be included in the

amounts classified by enrollment code onl thle SF )2. Hours worked by a full-time 2.812 (5 U.S.C. 8906a) (reference (b)). 4
employee are 80 hours per pay period.

F. Temporary Continuation of FEl-l
3. The total health benefit prvemi- Coverage

urn per pay period is $51.55 of which $24.03 is
tile employee's share and $2'.52 is the Govern- 1. P. L. 100-654 (reference (e))
ment's share. aliso provides temporary continuation of FIMll

coverage to eligible individuals. These inidividlu-
4. Divide thle hours, a pr~r-time als are fornmer employees, former spouses, and

employee is scheduled to work (50) by the hours children of current or former emiployees or of
a full-time employee is scheduled to work (80) to annluit '1nt1S. T]he civi~la persolnnel offie deter-
determine a factor (.6250). mnines the eligibility of these individual!; for such

continued coverage. Thle Direct Premium Remit-
5. Mlultiply the Government's tancu Systvrn operated (li the National Finance

contribution ($27.52) by the factor (.6250) to Centel- (NFC) in New Orleans, LA, provides
determinc thc Government's contribution for the insurance services for unrollues participating InI
part-thime employee ($17.20), the FE1B3 under 1'.L. 1001-054 (reCference (0)) and

P.L. 98-615 (reference (e)). It is a centralized
6. Subtract the Government's biuling, Collection, and repor-ling system11 opevrated

contribution for the part-time employee ($17.20) by NFC, Participation in NI2C's ,ystemi elind-
from the total health benefit cost ($51.55). Thet- hates thet neCeUssity for ciVilidn pfayrIoll Office,' to
difference Is the pay period deduction for the process tranlsactiom is related to 1-T'M? l premiumnz
part-timc em11ploycee, fOr these enrollees N17C dlso) pt.ovides, LC,11l'ot

data to OPM related to die SiF 2V,12, SF 2812-A,
E. Temporary Emnploes. Pi. nd OPM Form 1523, "Suprivemental Semilannual

ItWt-654 (Federal Employees Ilcalth Biteefits I loadLount Report." So? 5 U.H.C. 69tt5a (refer-
Amend ments, Act oif 1988) (refem ence (e)) pro- ~ 'm'IC (b)).

9 vide!- FEM-l coverage for certain temporary
employees. Generally, for a temporary employee 2. Sec:00,1 44.16 of C .L. 1[02.44
to be eligible for coverage, the emnployee, must (reUfeenIce (e)) and 5 U.S.C. ý19tt5a (d) (reference
hi vi completed I year (if curren t continuous (11)) afllW iwligible I 01)tt -m!ivt' sepa,1'ated by
emnploymient, excluding any break in service of 5 IIý to ci mt not. theil r ~;A,t h'.I co u raly,e at
Ldays or less, Civilian penwinel office., deter- the rates! jinaid by eAUro-ni Pinlt'idaClleployeeS.
mnine tilt eligibility of temporary emoployees for DI )o I i'YS lilte iu''-omo hdrt ai'd the O

PII It coverage. Once enrolled, thle law re~quires percent mId IliittSlr tI'd IM' gT. tis jfovi.sitto
that toempora ry emplotyees Wilit F1113 1B cverage' *aFlIii's to ;elpa rt, tio n. onl or' Iftcr O~ctobter 23,
pay both the employee and GoyvernmentI shiare of I 992, thrio ugh1 Sepl too Ie 0521 30, 907, o; thlroughI
bew health bene fit,; p remiumn. Civilian personnel Jan ua ry 31I, 1 998, if ;peC iftic 161 S1isoara lbiii 10in t ce

o ffice's ninus include tilie following stale men t in Was g iel 1))' b5  'pa'wo ' .~10, 1Tt '.
tile Remarks section ol flthe SF 28019: "Temporary
Io tnployce eligible under 5 U.S. C. 890l6a miut pay 1140MIt3. I 'M ''tell 1 occ's
tith, lull prom i u r amo u nt Wilit no m"vernnl tullt
contnibulion." Civiliain payroll offices will report A, Regittratt im .,) iiiroijl
thle total premium withheld fromtnilt-e pay (if the
enrollee to Ol t M via the SI: 2812. Since flt!e full I . Upolti ruco'tilit of the sI' 28119
prem i ur is deducted from flthe pay of the si 'lifily siigii llron pr,ý
enrolilee, it will hxi repoirted itt the "withholdings''

M1
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a. Verify that the effective bution instructions are printed on the back of the
date of enrollment meets the requirement that payroll copy of the SF 2810. 6
the employee was in a pay status before the
beginning of the current pay period. Also make D. To terminate enrollment, send a
sure that the effective date of enrollment or copy of the SF 2809 to the carrier concerned.
change of enrollment is the first day of a pay
period and cancellation of an enrollment is the 040804. File. The SFs 2811, along with the
last day of the pay period. If there is any vari- supporting SFs 2809/2810, are filed in a single S
ance from the above, return both copies of the SF file. Destroy the copy of the SF 2811 originally
2809 to the civilian personnel office or the liaison retained and file the copy returned by each
office with appropriate notation, carrier. Cariers usc the Remarks section of the

returned copy of the SF 2811 to report any
b. Enter the civilian Payroll discrepancies. Clear all such discrepancies

Office Number under part F, item 4, of the form. before filing the SF 2811. If an enrolled employ-
ee cancels coverage, file the SF 2809 in the

2. Distribute the SF 2809 as employee's file. If an employee transfers or is
follows: separated, file the SF 2809 (and SF 2810, if appli-

cable) in a separate file. For disposition, file the
a. Send the copy of the SF SF 2809 (and SF 2810) for retired and deceased

2819 to each carrier concerned. If it is known employees in a separate file and destroy 6 •
that the employee will not be in a pay status month., after the date of separation.
during the pay period before the normal effec-
tive date, keep the Sr 2809 until the employee 040805. Entries on the Payroll Voucher. Em-
returns to a pay status and the effective date of ployee deductions and employer contributions

beenrollment can 1x determined, shall be reported separately on the DD Form 592,
Part I, Payroll Summary. Civilian payroll offices

b, Separatiorns beffore enroll- reporting to OPM via hard-copy SF 2812 shall
nment becomes effective. If an employee who has cite the OPM deposit fund account 24X8135.8 for
filed an SF 2809 retires, dies, or is otherwise the deductions and contributionus on Part I.
separated, except by transfer, before the effective Civilian payroll offices reporting to OPM via
date of enrollment, his or her registration is void. RITS shall report deductions and contributions
Under such circumstances, note in the Remarks on Part 1, but shall not cite the OI'M deposit
sCtLionL of the SF 280)9, "Employee separated fund account. Employer contributions shall be
(date), (reason)." If the carrier's copy was al- charged to the appropriation(s) from which the
ready transmitted, print "VOID" across the face employee's salary is paid and shall be reported
of the original SF 281)9 and mail it to the carrier. onl Part I1, Accounting Classification.
When the SF 2809 was not sent to the carrier, or
tilh, registration was not to enroll, destroy all 0410806. Pay Period Transnmission of Ded uctionu.
copies of the SF 2809. In all instances, note tile and (sontriutlions to OI'M. The deductions and
action on the pay record, contributions for health benefits are reported to

OPM each pay period using the procedures
c. Change in enrollment. described in paragraph W90203.

Changes in enrollment may be processed on
either an SF 2,8 ,Y or an SF 281(. l'rocess the SF 1040807. Adlustment of Errors
28N)9 as in 040803.A.2.a. and b. Upon receipt of
an SF 2810, make t11 neces-sary adjustments in A. Underdeduction. An overpaymcnt
the payroll system and complete the SF 2811, as a result of tile underdeduction of FEI-113
"Transmittal and Summary Report to Carrier," premniums is exempt from due process for up it)
repoil number, and the payroll action boxes in 4 pay periods immediately preceding the current
the lower right-hand corner of the form. Distri- pay period (5 C.F.R. 55(0.1104(c)) (reference (1)).
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FEIIB premium underdeductions of more than 4 A. The Federal Employees Group Life
pay periods, for any amount, are subject to due Insurance (FEGLI) Act of 1954 (reference (c)) (5
process. See paragraph- 080302. for procedures. U.5.C. Chapter 87) (reference (b)), as amended,

provides life insurance coverage for Federal
B. Overdeduction. if more than the employees and their families. Under this pro-

correct FEHB premium is deducted, refund the gram an employee may elect basic insurance in
overdeduction to the employee ond adjust the which the Government shares the cost.
cimployer contribution during the next pay
period B. Three types of optional insurance

for which the employee pays the entire cost are
040808. Panamanian Programn also available, Refer to paragraph 0409(14. for a

description of each type of optional insurance.
A. Non-U.S. citizens employed in The Federal Employees Group Life Insurance

Panama by the U.S. Government may elect to be I-landb•ok for Personnel and Payroll Offices
covered under this program. Biweekly, withhold (reference (x)) provides details on life insurance
one percent from the employee's salary; the coverage for Federal employees,
l'anama Canal Commission's contribution is an
amount equal to the maximum biweekly Govern- 040902. Basic Insurance
inent contribution for the Federal Employee's
lHealth benefits Act (reference (e)). A. An employee can have basic life

insuranc, and accidental death and dismember-
B. Withholdings and contributions inent insurance each in tile following anmounts:

are, collected into a deposit fund and disbursed
from this fund to the payve on the agreed dates. I. If annual pay i:. $8,000) or les.;,

thle mplophyee is insured fo~r $10,000. 1 *
0)40809. Disability Insurance filr Uniforrnied

Skrvices University of thl. Health Sciences 2. If annual pay is nmnre than
(USU Is) $8,000, the employee is insured for an amount

equal to the sum of tile annual salary, rounded
A. Full-time faculty and staff merM- to the next highest thousand, plus $2,000 up to

hers of the USUI IS, School of Medicine, not the maximum amount, which is equal to the pay
eligible for coverage under the CSIS/FERS of Executive Level 11,
program, are covered under a Disability Insur-
ance Program. The cost of the coverage is B. The annual pay oil which an
shared equally by the employer and employee, employee's bask insurance deduction is based is
Monthly pnemium rates are based on the average his or her annual pay as fixed by applicable law
of salary and age for the entire group covered, or regulation. Included inl this base pay are:

13. Deductiorn; are made from the 1. Night shift diffeRelntial pay for
"enmployee's pay and collected into a d':posit wage grade employees.
fund. Disbursements from the deposit fund are
made monthly to Teachers Insurance and Annu- 2. Enmivironienal differential
ity Association/College Retirement Equities pay for wage grade employees.
Fund, 730 Third Avenue, New York, NY 10017.

3. Tropical differential pay for
0409 FEDERAL EMPLOYEES GROUP LIFE Government employees in the, Republic of Pana-
INSURANCE (F-GI ,I) ma.

040901, General 4. Annual p1remnium pay percent-
age for standby time.
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5. Annual premium pay percent- A. An employee who has not waived
age for irregular, unscheduled overtime for law basic FEGLI coverage can purchase additional
enforcement officers. Sce 5 C.F.R. 870.302(c) optional life insurance plans. The employee
(reference (1)). pays the entire cost. Credit amount deducted

for optional insurance coverage to the same
C. The annual pay of a part-time em- deposit fund account as regular FEGLI. The

ployee is the basic salary applicable to his or her premium rate for optional coverage is increased
tour of duty in a calendar year. For example, an the first day of the pay period beginning on or
employee who has a salary rate of $8,000 a year alter January I of the year following the one in
and is employed half-time would have an annual which the employee's birihday for the next age
salary of $4,00(0 for insurance purposes. See group occurs. See 'fable 4-5 for the withholding
subparagraph 070301.C.3. for additional informa- rates. An employee may elect optional life
tion. Also see 5 C.F.R. 870.302(c) (reference (1)). insurance coverage provided:

D. Multiple rates -- regular schedule. 1. The employee is enrolled for
For life insurance purposes, the annual pay of basic insurance coverage;
employee!; who are regularly scheduled to work
at different pay rates such as day and night 2. The employee has filed an SF
rates, two positions at different rates for each, 2817, "Life Insurance Election," electing the
etc., is thle weighted average of he rates at optional insurance; b
which the employees are paid, prolecTed to an
annual basis. For example, the annual pay of an 3. An uncanceled declination of
employee who is paid $3.87 per hour on a day optional insurance is not on file.
shift and $4.08 per hour on a night shift and
who is regularly scheduled it work 8 months on A covered employee may elect to stop or reduce
day shift and 4 months on night shift is $3.87 optional insurance coverage at any time, al-
multiplied by 1,391 hours plus $4.18 multiplied though the opportunity to elect or increase
by 696 hours, ot" $8,223; the weighted hourly multiples is strictly limited. If an eniployce
average then is $3.94, which when multiplied by cancels basic insurance, all optional insurance is
2,087 hours produces the same result. A regular automatically canceled.
schedule may exist even though the schedule
varies within a year or even within a pay period. B. Types of Optional Life Insurance

E. Multiple rates -- no regular sched- 1. Optio A - Standard Optional
ule. For life insurance purposes, the annual pay Insurance. Generally, the only amount of stan-
of employees who work at different pay rates, dard optional life insurance available is $101,000(l.
but not on a regular schedule, is tile anual rate The standard optioinal insurance may exceed
which they were receiving at the end of the pay $10,W0( for those employees whose basic cover-
p~rit~, or in the event of death or dismember- age is capped by the salary for Level I1 of the

ment, the annual rate they were receiving at the Executive Schedule. This occurs only if the
time of the death or accident, coinbined total of the basic insurance amount

and the $10,000 for this option is less than the
1040903. Withholding Schedule for Basic Cover- employee's annual basic rate of pay (the rate
a.g. The cost for basic insurance is shared by actually payable). The amount of standard
both the employee and dke Governmcent The optional insurance is thio automatically in-
Government contributes one third of the totai creased to an amount which, when combined
cost for basic insurance. .ee Tablh 4-4 for the with the basic insurance amount, will equal the
effective rates, amount of the employee's basic rate actually

payable (rounded to the next higher thousand
/ 0491194. Opoi, nal Insurance dollars, if not an even thousand). For example,
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the maximum amount of bisi, insurance is 2. Optional insurance (all types).
$136,000. An employet at Level I of the Execu- Coverage is effective the first day in a pay and
tive Schedule is actually paid $148,400. That duty status on or after the date the election (SF
individual's stindard opt!,nal insurance is 2817) is received in the civilian personnel office.
$15,000 ($148,400 rounded up to $149,000 minus
$134,000 equals $15,000 available in standard 3. When an employee waives
,ptional coverage). The premium for the extra basic insurance, cancels any or all optional S
$5,000 in coverage is prorated on the premium insurance, or reduces the number of multiples
otherwise appiicable to the $10,000 in coverage, under additional optional, coverage and deduc-
If an emplcyce states in writing that he or she tions stop or are reduced effective the last day of
does not want the higher amount of Option A, the pay period in which an SF 2817 is properly
that employee may retain the $10,000 amount. filed. See 5 C.F.R. 870.204(a) (reference (I)).

2. Option B- Additional Option- B. Retroactive Adiustments. Retroac-
"al Life Insurance. An employee m.ay elect Op- tive adjustment to recover deficiencies in deduc-
tion B - Additional in an amount ecual to one, tions for prior periods because nf LWOP shall
two, three, four or five times the annual basic not ! e made. Effective after October 20, 1972, it
pay (after rounding to the next $1,000). The an employee is retroactively restored to duty
maximum amount of basic pay to be used is the with pay afLtr an erroneous suspension or
actual rate of annual basic pay payable for Level removal, there will be no life insurance with-
II of the Executive Schedule under 5 U.S.C. 5313 holding made from the retroactive pay adjust-
(reference (b)). munt for the period of suspension or separation.

However, if death or dismemberment occurred
3. Option C - Family Optional during the period of suspension or separation,

Insurance. An employee may elect Option C - i,,surance proceeds shall be paid and premiums 5
Family to cover "eligible family members": withheld from the back pay. When an employee
$5,000 for a spouse and $2,500 for each depen- receives a retroactive within-grade increase (one
dent child. The withholdings do not vary based which was delayed beyond its proper effective
"on the family size. date through administrative error or oversight)

and it result, in an increase in life insurance
040905. Enrollment Status Codes. An premiums, the insurance deductions shall be
employee's life insurance enrollmaent status is applied retroactively.
indicated on the SF 50 by use of the codes in
Table 4-6. C. Withholding. During Nonpay

Status
0409106. Premium Withholding

1. If an employee is in a nonpay
A, When to Withhold Premiums. status for an entire pay period, no withholdings

Deductions will be made from an employee's for that pay period are made from future salary
salary when the employee is in a pay status for payments. An employee keeps insurance cover-
all or part of a pay period. If the salary is age without cost while in a nonpay status for up
insufficient to permit all payroll deductions, the to 12 continuous months from the last date of
order of precedence shown in paragraph 040201. pay.
shall be used. Fur new employees, deductions
shall begin with the pay period in which cover- 2. Employees granted I,WGP
age begins as follows: while assigned to a Staw. or local government, or

to an institute of higher learning may continue
1. Basic insurance. Coverage is insurance for the period of LWOP. The

effective on the first day in pay and duty status. employee's share of the premiums are paid to I
the civilian payroll oifice and that office pays the

11o )
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. Government contribution. Employees trans- a. The full period or peri- ,)
ferred to international organizations and employ- ods of service during which optional insurance

ees on approved LWOP to serve as full time was available to the employee; or

officers or employees oif an international organi-
zation may continue coverage for the period in b. The 5 years of service

LWOP status. Employees must pay or arrange immediately preceding the date the employee be-

to have Iaid on their behalf, to the civilian comes entitled to compensation. Withheld from

payroll office on a current basis, the employee compensation is the full cost of optional insur-

withholding and the Government contlhutions ance for any period before the first of the month

to cover the premium cost for the entire period following the employee's 65th birthday during
of LWOP. Premiums for any pay period are which an insured employee or former employee

considered currently paid if received before, receives compensation.
during, or within I month after the end of the
pay period. Advance payments may be accepted 3. An employee who qualifies I

at regular intervals in multiple!; of the amount for compensation benefits remains insured as an

due each pay period. Any excess advance employee until such coverage ends because of

payments resulting from death, retirement, etc., separation or completion of 12 months in a
are refunded. The beginning date of premiums nonpay status. When coverage as an employee
payable by the emnploye, is the first day of the stops for either of these reasons, the employee

pay period following the one for which with- may convert the insurance to an individual
holdings of the premiums were made. 'Tle policy, but the civilian personnel office should
ending date is the last dlay Of the pay period inform the employee of the right to have the life
before the employeV. returns to a pay status, insurance continued while receiving compensa-

tion and unable to return to duty.

ID. Withholdilnm Whih! Em1hlJOvee is n

Receivintv Officv of Workers' Comp1ensation 4. OWCP collects for ail life *
prog.ram (OWCP) Payments insurance including basic. OWCP will make no

optional insurance withholding if the employee

1. An employee keps basic life receives compensation for less than 29 days.
insurance (not accidental death and dismrem-
bernmcni) without cost if: E. Withholdiny DUriný', Nonpay

Status, Elmployee Accepts Tleniponmry Employ-
a. On the day basic insur- ment in Another Position. If an insured employ-

ance would otherwise end, he or she is receiving ee entitled to free insurance for up to 12 months
benefits under the FLCA becaUs. Of disease or while in a nonpay status accepts a temporary (or

injury and is held bv thir Department of labor to other) appointment to another position in which
bve unable to return to duty, and he or she would normally be excluded from

insurance coverage, insurance (basic or basic and

b. The employee cioes not optional) continues in the tenimporary tosition.
convert to an individual policy. The amount of basic insurance is based orl the

greater of the two solary rates. The $10,000

2. An enmployee may keep minimum applies. Withholdings must be made
optional life insurance (nlot accidental death and from pay in the temporary position. The civilian

dismemberment) while receiving compensation personnel office is responsible for determining if -
from OWCP if eligible to continue basic insur- the employee is insured in the first position and

ance and if, in addition, optional insurance has to indicate appropriate withholdings. Upon

been in force for not less than: termination of the temporary appointment, the
insurance coverage reverts to the employee's
coverage under the first nonexcluded position.
If on terminalion of the temponrary position thei
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employee has been separated from the first 1. Overdeduction. When A
position, the employee',, insurance ends subject amounts have been erroneously withheld from
to the 31-day temporary extension oif coverage, the salary of an employee, refund the erroneous
Ifon termination the employee is still on LWOP withholding the next pay period. This automati-
from the first position, the coverage under the c&Ily corrects the excess Government contribu-
first position continues until the employee is tion involved.
separated or the end of the 12 month nonpay
status. If the employee served 4 consecutive 2. Underdeduction of FEGLI
months in the temporary position, a new 12- premiums- of 4 pay periods or less immediately
month nonpay period of free insurance begins,. preceding the current pay period, are exempt

from due process (5 C.F.R. 550.1104(c) (reference
F. Withholding~ From Lump-Sum (1)). Underdeductions of FEGLI premiums after

Annual Leave Payments., No ins'urance premium 4 pay periods, for any amount, are subject to due
is withheld from the lump-sumn payment, process. See paragraph 080302. for procedures.

Government contributions shall be- adjusted
( . Withholding, From Employees Paid when payment is received from thle employee.

an Annual Salary onl a School Year B~asis. A full
annual insurance promiumi deduction for educa- B3. Separated Employees
tors is, required. Compote the biweekly de~duc-
tion foi, those employees not paid eachi pay 1. When an adjustmevnt in
period oif the( year (26 or 27 times) a.ý follows: vwithholdings is necessary for, a separated cun-

ployee, process it in thle final salary payment to
1, Multiply thle biweekly deduc- theC emiployee or, if deceased, to the employee's

tioleA rat(e based oin the salary bracket by 2(). beneficiary or estate.

2. Div ide this total by tile numi- 2. If'a valid clim h for refund of
tier of pay periods in the( school year. deduction~s is received fromi a sepaia led employ-

ee, process it onl a reg ul;1r payroll onl which
3. Round the total inl 2. above to FIEGLI ded uctionis are more tlian the refund

the nearest cent. This is the biweekly inistrance amount.
deduction.P

C. Adios I men I to DoivPri ml Aroprna-
0,10907. EnItries onl the P'ayroill Vo u clii'. Fill tin n. Be su re to adjust the co rrect a ppropria tion
l'i~y(ec deductions and 1-mplo1yerI c'Ontribo Onos whenl there is a change inl fiscal Years between
shiall be reported svpara li~ly on the DDB Form 592, the piutossing oif thv erron~eous payroll and thle
P'art 1, Pa'yroll Summa rv. Civilian payrolln offices proicessinog of tithe payroll oin w hich the ad jus t-
repolin)iiig to(- ) I M ViaJ ha rd -ci '1 SE: M12 ha Il~ moni is made. Credit t he Govverninon t c uitribu- P
Oc t the OPM depo sit fund aicCOtun 2-1/Y81I35.6~ foi- Iion for a prior year approphriation onl DD) lorm
the ud uuc tinoks an d e n trihotiniow; oil P'art L. 592 under "O(t her' (itemnize) anid explla in.

H, Civilian payroll office!; reporting to (.)lM via
RHS1 s;hall report ded uctiotns and cool ribUtiiinS 04090)9. P'ay ['eriOd T'ransissL~iiion ,of led uctionis
on Part I, but shall lnot cite thec OPlM deposit and Conmtribut ions, fle~duodions and contribu-
funld account. Employer contribut wios shall be lions for life insurance are reported to Ol'Meach
charged to the appropt-iistion(s) froml which thle pay period using the procedures described in
e~mploiyee's salary is paid and shall be r'ported paragraph 090)2013.
oitt Part li, Accounting (kissificatimwm.

01409101. Waiver of Insurance
(0409(08. Ad iciSti nt Errors

A. E7staiblishment and Rivocation of
A. Curront__Fmpl'invees Waiver When notification of waiive-r is received
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from an insured employee, discontinue with- a. An employee with basic
holdings bgirining with the next pay period. coverage may cancel a declination of Option B -
When the waiver is canceled, the withholding Additional by meeting the same conditions
applies for the full pay period in which the required to cancel a waiver of basic insurance
waivet is revoked, per subparagraph 040910.B.1. An election of less

than 5 multiples under Option B - Additional is
B. Canceling Waiver or Declination. a declination of the multiples over and above the

A waiver or declination of insurance coverage number elected. When the employee meets the
remains in effect until canceled, even if the requirements to cancel a declination of Option B
employee transfers to another agency or is - Additional, enrollment is effcctive per subpara-
reappointed after a break in service. The SF graph 040910.A.
2822, "Request for Insurance--Federal Employees
Group Life Insurance Program," must be com- b. An employee may also
pleted by the employee and forwarded to the elect Option B Additional due to a thange in
civilian personnel office. The employee must fanily status. The number of multiples cannot
submit an SF 2817 to the civilian personnel office exceed the number of family members acquired.
within 31 days of approval of the SF 2822. To dot so, the employee must elect Option B -
Coverage will be effective the first day the Additional within 60 days (normally) following
employee is in a duty status on or after the day marriage or acquisition of a child.
tile SF 2h17 is received.

c. An employee may in-

1. Basic Insurance crease Option B - Additional by multiples due
to a change in family .;tatus. 1"he number of

a. An employee may cancel additional multiples elcted cannot exceed the
a waiver of basic insurance if: number of family mniembers acquired. To do so,

the employee must tulec the increase within 60 *
(1) At least 1 year has days (normally) following marriage or the acqui-

eilapsed since the effectivw date of such waiver, sition of a child.
a nd

d. An election of, or in-

(2) The employe1 e C crease in, Option B - Additional, bcause of an
furnishes satisfactory evidence of insurability (.Ai event in subparagraph 040910,3B.3.b. or c., bN-
SF 2822 to the civilian personnel office), Set, 5 comes effective the first day the employee actual-
C.P.Il 870.204 (reference (1)). ly enters on duty (in a pay status) on or after the

day the civilian personnel office receives the, SF
2. Option A - .Standard. Au 2817.

employee with basic coverage may cancel a
dtclinatihin of Option A by meeting the sameit 4. Op ftion C - Famnily, itnI".lh,,-
conditions required to cancel a waiver of basic ces who have basic life insurance may cancel i
insurance per subparagraph 040910.B.1. The declination of Opdon C t:vwerage due to any of
employee must submit an SF 2817 requesting tile following events: marriage, acquisition of an
Option A to the civilian personnel office within unmarried dependent child, divorce, or the death
31 days of approval of the SF 2822, Coverage of a spouse. Federal regulations (5 C.F.R.
will be effective thl first day ihe employee. is in 873.20.5(a)) (reference (I)) stat, that tihe election _
a duty status on or after the day the SF 2817 is must be filed with the employing office no later
received, than 601 days following the dat, of the event

permitting the elecion. This means that the SF
3. .•ption B - Additional 2817 may be ,iubmitted beforte and in anticipa-

tion (of the qualifying wvent. Elections submitted
1in advance of a qualifying event become effective

ii r-
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S on the date of the event, as long as basic- insur- A. --X6875 - WithhelJ Employeeou
ance is in force on that date. Elections submitted Contribution.,, State or Territorial Disability

xwithin 60 days after the qualifying event are not Benefits,
retroactive. j

B3. --X6875 - Withhllcd '3mplcyee
Contributions, State orTlerritoriaI I Death lBenefils.

040911. Cancelingz Optional Insurance. The em- The funds collected -ire disbursed to tile proper
ployce may cancel optional life insurance at any payee on agreed dates, 41
time without waiving basic life insurance; how-
ever, if the employee cancels basic life insurance, 041002. When an employee converts from a
all optional insurance is automatically !ýancelvd. title 32 to a Utit 5 appointment, thle NGAUS)

insurance must be termi natled since the( employee
040912. Continued Protection for 31 Days. would no longer be eligible for the disability
When bas'c or optional insurance, or both, r.nrtion of thle plan.
terminates except by waiver or declination, the
employee continues ito have life. insurance pro- 0)411 COLL.ECTION OF DE'BTS DUE' THE

- ~ tection (not accidental death or dismembermnent) UNI'lED SlATFS
for 31 days. Th,ýreafter, this 31-day temporary
extension is automiatic, Thlere is nit extension of (04110)1. The DoD shall piomnpily collect indebi-
pin~ection when insurance stops by waiver or edness due Etce United Slats inl aLccodante with

____ decliniation. See 5 C.F.R. 870.501, 871.501, the law and applicable reyolatir us. Section 5N14
J 872.5011, and 873.50)1 (refe-rence (1)). of 5 U.S.C. (n.eference' (b '' , as implemented by

%ft LhDoD irective 7045).13 (refereciw (v)) and Vol-
040913. Office of' FederalI Employees' Grout, ume 5, authoriZes colklection Of indebtedness
Life Insurance (OFEGLI) R~equests for I rv-Pay- fromll those civilian ent'l oyees who dro indebted
ni n t Veri licafIio n. Civil isn payroll otffice: will to the UniiiItd Stat is, Je nera Iiffy the. a mount0
cooperate with thle 0OPEGLI wheni it reque sts PrV- deducted ruay not exceed fL-i l~i'C~ll Of thle
paynient verification. OFEGL I is rcquin'd ito em1ploycee's disposable Pay uniles~s written Conl-
Obtain verification before making payment to seiil is provided by the emnployee for a greater
beneficiaries Of enrlleesIU with $210,1) 11)1or ni tre per-eiitage to tic deductedi. kve'er to Chapter 8
of FFGL.I coverage. When seek-ing pre' payentvn for further jinict'giires onl indeited ness.

verification, OFEGLI will ask for thi insured's
current salary, annual sala-y (if dilffercilu), and 0l'112 GAlRNlSI IMI:NlS
deta ils on enroltment in optlional insuanialce, if
applicable. 114'20 1, Child S111111011tiil Alimony

11410 NATIONAL GUAR) ASSOCIATION A. Authority. Section 0.59 of 42
OP- UNITED STATE'S (NG US) INSURANCE U.S.(:. (reference, (ari)) prtvidecs consent by the
'[RUST PROGRAM ULnited States for garnishmeitit and similar pro-

ceedings for eniforcemnilt of child support and
0410111. National Guard techniicians mriaylpartie- alimony obligation,, against civil~an employees.
ipate in this programn as authorized by an agree- Court-ordered garnishment under this soction
mc'nt between the Secretary of Defense and ihle li all ik'ludducte~d from the emiployee's pay. See
State or te- i-ritoiy (5 U.5.C. 5518) (referenIce (11)). 5 C.F.t(. Part 581 (refeUrenceL (1)) for guidance.
B~iweekly deduction rates depend onl thle cover-
age selected and thle age group of the( emiployee. B. P'ay Subkect Ito Gairnishmeionr. All
Deductions will bet applied to thev following monlie's 0tie active' civilianl emp11Yloyes, the! entitle-
accounits': men I to which is bas ed uponi remuiwrartion for

tm I It y men I, are soubject t ri ct urf -rod ci g arn ish-
menIt or at tachneo i. The ter "inrinuittera lion forr
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employment" mea,'i all compensation paid or following maximum percentages apply (5 C.F.R.
payable for personal services performed by an 581.402) (reference (1)):
individual, whezher such compensation is de-
nominated as wages, salary, commission, bonus, 1. If an employee is supporting
pay, or otherwise, and includes, but is not limit- a spouse or a dependent child (other than the
ed to, those items set forth in 5 C.F.R. 581.103 spouse or child whose support is required by the
(reference (1)). Monies paid as reimbursement, garnishment order), 50 percent of such
normally defined by law or regulatiorns as al- employee's disposable weekly pay is subject to
lowances, awards paid for making suggestions, garnishment.
and injury compensation payments are not
deemed to be "remuneration for employment" 2. If an employee is not support-
and are, therefore, not subject tit g.rnishment. ing a spouse or dependent child (other than
Deductions not subject to garnishment are as those named in garnishment order) 60 percent of
follows: such employee's disposable weekly pay L; sub-

ject to garnishment.
1. CSRS/FERS,

3. An additional 5 percent of
2. Social Security and/or Medi- disposable weekly pay is subject to garnishment

care, in each case if the outstanding arrearages are
over 12 week,; old.

3. TSP contribulions,
4. If the applicable law of the

4. Federal income taxes (not State from which the legal process was issued
including additional withhtoldings unless the exempts a lesser percentage of the employee's
Semployee presents evidence of a tax obligation disposable weekly pay, that percentage of earn-
which supports the additional withholding), ings will be subject to garnishment.

5. ElIl, D. Pnrcedures

6. 1EGLI (basic only), 1. Court Order Forwarded to the
Civilian Payroll Office. The civilian payroll

7. Indebtedne-ss due the U.S. office will withhold fhon the employee's pay in
L.;overiun• excetpt where the employee's debt compliance with the court order as prescribed in
is for chil- ,upport and the anmount owed the paragraph 01N)702. The civilian payroll office
United State! regults from ,in income Lax lien or should consult with the servicing "FAS General
levy, Counsel's oflice prior to making any paymentis

on a file where proper service, as defined in 5
8. State incomle tax and CER. Part 581 (reference (1), as amnended, has

ciiy,/local ep loyment tax, and not been acconqdlished,

9. Other deductions requin d by 2. One-time Payment. If the
law or regulations to be withiheO . garnishment involves a one-thone payment, the

anmrount due will be prlcessed on the next regu-
C. Maximum l',rcentate of I Lis__- lar payroll.

joh, Wivkly Pay umbihict to Garnishment. The
tern "disposable pay" means thl amioulnt of any 7. More Than One Payment. If
pay which is due or payable to an employee as flh garnishment order involves more than one
"remuncration for emnploynyment" minus the payment, an involuntary deduction for tile
deductionsq listed in subparagraph 041201.B. The amnount(s) shown in such order shall be estab-

iishled by the fiscal officer or other approprial te
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official of the activity maintaining the payroll found in 5 C.F.R. 582.402 (reference (I)) pub-

record. Payment shall be made to the party lished at 59 Federal Register 14,544, March 29,
named in the legal process. 1994 (reference (af)). There is n~o maximum

amount for garnishment for State or local tax
4. Deduction Termination. obligations, or for bankruptcy.

Cancellations are automatic on the date of sepa-
ration from the DoD, upon death of the employ- C. Procedures
ee, or upon notification to the civilian payroll
office that the legal process is terminated. 1. All orders for commercial
Deductions may not be voluntarily stopped by debts shall be sent to the DFAS-Cleveland Center
the employee, legal review office (DFAS-CL/L) for processing

except for those categories found in Appendix A
5. Payroll Procedure. Deduc- to Part 582 of 5 C.F.R. published at 59 Federal

tions for child support and/ or alimony payments Register 14,544-14,545, March 29, 1994 (reference
shall be made by the civilian payroll office each (at)).
pay period as directed. Deductions shall be
taken in accordance with the order of precedence 2. For employees serviced by
in paragraph 040201. DCPS and DBMS, DFAS-CL/L will review and

input the garnishment deduction information.
6. Recording Deductions. The For employees serviced by other civilian payroll

civilian payroll office shall establish deduction systems, DFAS-CI,/L will review and then for-
data within the employee's payroll record. The ward the civilian commercial garnishment action
total amount of all garnishments processed for notification to the appropriate civilian payroll
thi current pay period shall be indicated on the office for input.
DD Form 592. All remittance records shall be
forwarded to the se'vicing disbursing officer, 3. Deductions may be withheld

as a fixed biweekly amount or as a percentage
0,112012. Commwrcial ID)ebts amount, but not both, provided it does not

exceed the amount discussed in subparagraph
A. Authority. Effective February 3, 1041202.13.

1994, 5 U.S.C. 5520a (reference (b))) authorizes
H lt' garnishment of Federal civilian employees' 4. Current procedures shall be,
wages for commercial debts, Authorization from used for the disbursement of the garnishment.
tile egal review organization is required prior to Tew return check process shall also follow exist-
the garnishment becoming effective. Interim ing procedures. The requirements of the court
regulalions are found at 59 Federal Register order regarding disbursement of funds will be
14,541, March 29, 1994 (reference (at)). followed.

H. Pay Subhict to Garnishment. A 5. Administrative Fee
maximum of 25 percent of an employee's dispos-
dblh' p.iy may be used to satisfy garnishments for a. An administrative fee
commercial debts. The term disposable pay shall be collected from tile employee's pay on
means the amount of any pay due or payable to the first pay period the gamishment is deducted.
an employee as remuneration for employment, An adninistratwive feve may be assessed for each
minus the deductions listed in subparagraph case if more than I commercial debt exists.
041201.13. If the total deductions for child sup-
port and alimony equals or exceeds 25 percent of b. The administrative fee is
an employee's disposalble pay, a deduction for not subject to the 25 pe-rcent rule. If an employ-
cominercial debt will ntl be processed. Further, ee is in a nonpay stalis, the court order shall be
linmitalions; oi Ihe amnount to be garnished are
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returned by DFAS-CL/L with no action taken As a general matter, placing payments ordered
and the administrative fee shall not be charged. by the bankruptcy court in the order of prece-

dence in paragraph 040201. shall conform with
c. If a court amends a gar- the bankruptcy court's requirements. There are

niý,hment order, an additional administrative fee tvo exceptions:
may be charged.

A. If a bankruptcy court orders that
6. As with all other garnish- a certain amount of net pay shall be paid an

ments, deduction)s for commercial debts shall be emp.oyc,." regardless of deductions, then:
handled on a first in, first out bA;is. These
deductions shall be made by tile civilian payroll 1. The amount of the net pay
office each pay period as directed. Deductions shall be deducted from gross pay first. Remain-
shall be taken in accordance with the order of ing deductiors shall then be withheld in accor-
premsdence in paragraph 040201. Care must be dance with paragraphs 040201. and 040202.
taken to process these garnishments as quickly
as possible to ensure payment occurs before 2. Deductions based on gross
termination of the garnishment, pay (for example, Social Security/Medicare

deductions which arm calculated by multiplying
7. The total amount deducted applicable portions of the gross pay by a re-

ftor garnishments during the r,4yroll cycle shall qoired percentage) shall be computed on appli-
be reflected on a separate line on the Df; Form cable portions of the full gross pay, that is, gross
5.92. pay before subtracting court-ordered net pay.

H. A commercial debt may b1 B. In individual cases, the bankruptcy
ret ived with a termination date. Payroll deduc- court may mandate that a sum be deducted each D *
lions shall be discontinued at the end of the pay pay period or monthly under a different order of
period in which the termination date falls. If the precedence or without providing an order of
termination date does not fall oni the last day of precedence. In those situations when a different
ihe pay period, no proration of deduction shall order of precedence is mandated, the court's
be required. If the acco~unt is in escrow, the total Order shall be followed. If there is a question of
amount withheld shall be disbursed based on the conflict or nonpayment, the civilian payroll
termination date. offices shall contact the designated trustee by

telephone.
0)413 BANKRUPTCY

0414 ALLOTMENTS
041301, General. Section 132.5 of 11 U.S.C.
(reference (ab)) permits an indebted individual 041401, Voluntary Deductions. An allotmentor
who has a regular income to file a Wage Earner's an assignment of pay, or a modification thereof,
Plan designed to liquidate all or part of.a cred- shall be requested in writing by the person from
itor's claim. When a plan has been approved, whose pay the deduction will be made. This
the court may order the L)oD to pay all or part request shall show the authority under which the
of those wages to a trustee for the dbtor. The allotment or assignment is permitted, the amount
law waives the Federal Government's sovereign to be deducted, the period of time over which
immunity for purposes of compliance with the deduction is to be made, and the name and
payroll deduction orders issued by the U.S. address of the allottee or assignee. Employees
bankruptcy courts. Accordingly, the civilian shall request voluntary allotments from their pay
payroll office shall honor these orders. Ques- consistent with the allotments suthorized in
tions regarding a particular case should be paragraph 041402. See 5 C.F.R. 550.3011-550.381
referred to the Office of General Counsel. See (reference (I)).
paragraph 080703. for additional information.
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041402. Authorized Allotments. Allotments E. Voluntary liquidation of indebted- ()
may be made in accordance with the eligibility ness to the U.S. Government, includiig volun-
criteria specified in paragraph 041404. for the tary payment of back taxes.
following purposes:

F. Repayment nf loans obtained for
A. Support of riatives ordependent; the purchase of a home or automobile.

of the allotter.
G. Payment of certain State and

B. Savings. Districi of Columbia income taxes when an
employee has a legal obligation to pay, but the

1. Unrestricted as to allottee. agency has no legal obligation to withhold, as
Two such allotments at any one time may be authorized by 5 C.F.R. 55(1.351 (reference (1)).
authorized an employee whose place of employ-

- ment is within the continental United States. H. Payment of certain city and/or
Employees stationed outside the continental local taxes when an employee has a legal obliga-
United States may make as many allotments as tion to pay, but the agency has no legal obliga-
they want. The eligibility criteria are specified in tion to withhold, as authorized by 5 C.F.R.
subparograph 041404.A. 501.351 (reference (I)).

2. Allotted to a financial organi- I. Payment of labor )rganization
zation for credit to a savings or checking account dues as authorized by DoD Directive 1426.1
of the allolter as authorized by I-TFM 3-90W (reference (ah)).
(reference (ag)). Any employee whose place of
employment is within the continental United 1. Allotment Authorization.
States, may authorize allotments to any U.S. Any eligible employee has the right to make a
bank, savings bank, savings and loan association voluntary allotment for the payment of dues to *
or similar institution, or Federal or State char- not more than one eligible labor organization.
tered credit union. Allotments must be in fixed An SF 1187, "Request and Authorization for
whole dollar amounts, minimum $1, to be de- Voluntary Allotment of Compensation for Pay-
ducted in each successive pay period and must ment of Laibor Organization Dues," shall be used
not exceed two such allotments per employee at to request and authorize an allotment of pay.

* any one time. Monies thus credited to the Such allotments shall become effective the first
allotter's account (savings or cliecking) may be pay period beginning after receipt of the proper-
used for any purpose in accordance with the ly executed SF 1187.
desires and direction of the allotter as long as
that purpose does not circumvent any statute, 2. Amount of Employee's De-
.E.O. or other applicable regulation. A completed ductions. Unless the negotiated agreement
SF 1199A including the endorsement of the specifies otherwise, the procedure for setting and
financial inrstitution serves as the request and changing dues rates shall be as follows. When
authority for the allotment, the amount of an employee's dues is stated on

an SF 1187 in terms of an annual amount (cover-
C. Payment of commercial insurance ing a p-nriod of 12 monthls), the figure shall be

premiums on the life of the allotter. divided by 26. When an amount is stated in
terms of a monthly amount, the figure shall be

D. Payment of U.S. Government Life multiplied by 12 and the result divided by 26.
Insurance or National Service Life Insurance This amount shall remain unchanged until the
premiums, appropriate official in the labor organization

certifies that the anmount of the regular dues has
changed. Upon inp~ut, the civilian payroll office
shall begin to withhold the certified amount of
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the dues on the first complete pay period for the collective bargaining agreement provide
which the deductiots are made or a later date if otherwise, the employing activity is responsible
requested by the labor organization. When an for furnishing tile SF 118$ to employees upon
employee is in a nonpay status for an entire pay request.
period, withhol Ang shall not be made to cover
that pay period from future earnings nor shall d. Allotments of all union
the employee deposit the amount which would members are terminated automatically when the
have been withheld if the employee had been in union loses it- eligibility for exclusive recogni- S
a pay staius during that period. If an employee tion. Termination shall be effective at the begin-
is in a nonpay status for only a part of such pay ning of the first pay period after notification is
period, and the salary is not sufficient to cover received concerning the loss of recognition.
the full deduction, none shall be made.

e. An allotment is terminat-
3. fermination of Allotments ed when an employee is suspended or expelled S

from union membership. Termination of dues
a. An employee may sub- shall be effective at the beginning of the first pay

mit a request to revoke the allotment for the period after written notification is received that
payment of union dues at any' mhe; however, an employee was suspended or expelled from
such revocation shall be effective only :i the memlbership•.
beginning of the first pay period which begins S
on or after the 1-year anniversary of the effective f. An allotment L; terminat-
date of the employee's, initial allotment Ut union ed when an employee is no longer a member of
dues. Thereafter, revocation of an allotment the exclusive bargaining unit, eg., an employee
shall be effective at 1-year interval,. (Previously, separates from the employing activity or is
dues could be revoked at (!-month inlervals, promoted to a:supervisory position. Termination
Negotialed agreements providing for 6-month of dues shall be effective with the final payI *
revocation periods can be continued and may check or at the beginning of the first pay period
still exist, In such situations, revocation shall after notification that in employee left the exclu-
occur at the beginning of the first pay period sivw bharaining unit, as appropriate.
after the termination dates of tihe 6(-month inter-
vals which commonly are March 1 and Septem- g. Dues allotments may
her 1.) continue for a reasonable time where a question

arises as to whether an exdulu;ive bargaining unit
b. Dues wihholdhing proac- remains appropriate or need:; to be clarified, or

dures are negotiable to the extent they are con- whether an employee left the bargaining unit.
sistent with applicable law and regulation. This '[he need to clarify a unit, mr determnine its
includes banraining on yearly intervals for appropriateness, could arise where the unit is
revoking 'uc's and the date from which the I- impacted by a transfer of function or reorganiza- S
year interval is measured. Activities art, respoin- tion and could require the gaining organization
sible for - rtifying the effective date of dues to continue dues withholding. Termination of
revocations. dues would he effective at the beginning of tile

c. An SF 118.4, R"evocation first pay period after notification is received
of Vo•untary Authorization for Allotment of concerning the nsolution of the representational
(Compensation for Paayment of Labor Organiza- question. •
lion Dues," shall be used by an emlo•1h)yee to
voluntarily revoke an allotment. However, a J. Charitable contributions t) a CFC
written request for revocation of ail allotment as authorized by Dol) Dire!ctive 5035.1 (reference
which is otherwise in order and signed by the (ai)) and I)oD Instruction 5035.5 (reference (aj)).
employee shall be accepted and acted upon, even FSee 5 C.F.R. 550-341-5501.342 (rferelnce (1)).

iugh it is not submitted on a SFl 118. Unless
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1. An employee may initiate a 6. If an employee transfers
CFC allotmient only when employed in an area within the LDoD during thle 1 year termn of the
in which a CFC authorized by OPM exists. allotment, the allotment continues unless the
Generally, employees serving undler an appoint- tran-ster is to or from an OCONUS area. 4
ment of I year or less may not make an allot-
ment. Such an employee may make an allotment K. Purchase of savings bonds, Em-

*Iwhen an official of the employing agency de- ployees can have the miaximumn number of
cides that the employee will be, employed long savings bond allotment,; that the payroll and/or
enough to justify it. This includes part-time and bond accounting system can accommodate.
inter' ýitlent employees who are regularly em-
ployed. 1. An employee shall authorize

an allotment for the purchase of U.S. Serties EE
2. Employees or CFC agent% Savings Bonds on SBD 2104, 'AW'Ihorization for

must submit completed authorization forms for Purchase and Request for Chanige United States
the CFC allotment to the liaison office by ti-e Series EE Savings B~onds," An SI3D 2104 may be
date established by the liaison office each year, obtained fn-om the nearest civilian personnel
however, if forms are receivQ-d after that date, office. Thle SBD 2104 shall remain in effect until
they should be accepted and processed, canceled or changed in wvriting. Requests for

savings bonds allotments thot art. otherwise
3. An, Miotmvnt must ie .-oluil- complete but lack tile payve's SSN Mhall not be

tary, based on the employee's written ai~thoriza- processed.
tion. Authorization forms in %tand.;P1 fornnai
shall be printed by the Cl'C campaign orgarni4i- 2, Payroll Deductions. U.S.
tions at each location and shall be iistributed to Series EE3 Savings Bonds withi a miinimium face
employees along with other campaign ta, .aerials Value Of $100 miay be puicliast'd through payroll
at the time charitable contr" ithie's are solicited, deduction. The mininmuni payroll deduction for

thesk bonds is $5 pe'r pay period. Amounts
4. Allotnvaots must be I-year greater dhan $5 per pay period may he estab-

term allotments. They must start with tile first lished if that amlount divideOs eVenly int(o the
full pay period starting in January a'id ':nd with total purchase prio, of thle bonld(s). If thle ain-
the last pay period : tarting in December. An ings for a givin pdy period dio not cover the
employee not on duty for I full year can submit authorized bhond de~du'.ion, do not take the
an allotment if he or she has enough service time dud 'mctitm for tmat pay pvriod.
remaining to make it practical. Threv months or
more is a reasonable period ior anl allotment. 3. Dating Honds. A bimnd is

dated a:; ofime firist day of' thle no tnt in which
5. oinployees shall make a at least one-half oi ktm' purchase price is accuoau-

single allotment of an equal amottiunt to Ix, de- Ia ted, regardls o 'Sf ti m n inn msi of pt yr ill ded uc-
ducti-d each pay period dunring the year. Thew timons ecq~uiri'd to COiMIple1t.i lie full puLrchaJSi price
minimum amount is $1.00 biweekly (or $2 if jia,LI for issuance of thle bmid. Ibhis provision permits
onl a monthly basis. Amounts deducted for thi, ptirclla~qo of larger denomlination of bonds

6teicliers paid for less than I year will be acce~er- witho:11 loss oif interestl. 1,h1 full pui'1ch.'se price
ated for the termi of emrploymient. No change of moust be deducted before the bond is issued,
amounts can be authiorized during thle term (of

A thle alIlotmient; hlowever, an employee may voluil- 4. AuthImriZationl and Disco1n-
larily discontinue the allotment (in writing) at timmoarice.
any time. If the allotment is canceled, it cannot
be reinstated, a. Lrnnployec' completes and

-submits SIT) 2104 to:
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(1) Authorize payroll pute regarding the voluntary allotment is a

deduction, matter between the allotter and the allottee.

(2) Change deduction, 041403. Allotments Not Authorized. The
bond denomination, bond ownership or address, following allotments are not authorized:

or:

A. Collection of debt-; to private
(3) Stop deduction. creditors and nongovernmental agencies; p

b. A separate authorizatiorn B. Contributions to charities, except
SBD 2104, is required for each allotment, as authorized in subparagraph 041402.J.;

L 5. Employee Transfers C. Payment of insurance premium%,
except as authorized in subparagraphs 041402.C.

a. Individual transfers. For and 041402.D.; and
employees transferred within the same Compo-
nent or to another Federal Agency, the liaison D. Payment of dues to civic, fraternal
office will require that the employee file a new or other organizations, except as authorized in
SBD 2104 to continue bond deductions.s Retroac. this paragraph,
tive bond deductions are not auth.,rized.

0414(04. EEUitbility Rules. Eligibility for the
b. Mass transfers. Refer to making of an allotment is dependent on such

subparagraph 060303.C.4. for procedures involv- factors as residence of employee, place of em-
ing mass transfers. ployment and type of allotment desired. The

specified rule,; listed below are sumnmarized in
L. Payment of dues to a professional Table 4-7. The table must be used in conjunction I *

or other association. One allotment in a calendar with the specific rules listed below.
year may be made by an employee to an associa-
tion. A. An employee may make an allot-

mient of pay as provided in subparagraphs,
M. Voluntary allotment for alimony 0141402.A., 041402.1i., and 041402.C. through F.,

and/or child support. The pay regulations of and 0414(12.K. through M. when the emhployee is:
OPM in 5 C.F.R. 5501.371 (reference (I)) provide
for the use of voluntary allotments to effect 1. Assigned to a post of duty
payment for child support and/or alimony. Outside the continental United States (OCONUS);

Garnishment orders issued for alimony and/ot
child support obligations will continue to be 2. Working on an assignment
enforced as involuntary deductions as discussed away from their regular post oL (luty when the
in section 0412 above. Requests for voluntary assigfimnt is vxpected to continue for 3 monlt s
allotment for alimony and/or child support shall or more; or
be verified against legal agreements or court
orders to ensure proper registration. A written 3. Serving is an officer or
request from the employee to the civilian payroll member of a crew of a vessel under the control
office shall be used to substantiate the allotment, of the Federal Government.
The request must contain the name and address
of the designated allottee, the amount of the B. An employee whose place of
allotment, and the signature of the pro1spective employment is within the continental United
alhotter. The allotmoent may be in dollars and States (CONUS) may iaulhorize an allotmeni of
cents. The employee must agree that any dis- pay as provided in ,.ubpiaragraplhs 041402.132.,

0414(02.E., and 0t41402.K. through M.
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C. An employee working outside his between the U.S. Gov'eninvnt and the foreign
or hier State of residence who ý,js a legal obliga- national's country of citizenship.
tiowt to pay income taxes to the State or the
District of Columbia, but the agency has no legal 2. Foreign nationals may be
obligation to withhold those taxes, may make an permitted to make other allotments from pay
allotment of pay for the purpose specified in when such allotmnents are based onl local customs
subparagraph 041402.G. and practices or are ptosuant to tre~'tivs or
-- 7; country-to-country agreements.

D. Ali employee who has a legal
obligation to pay city and /or local taxes, but the 0414(17. Allotment Liimita tion.,
agency has no ILegal obligation to withhold those
taxes, may make an allotment of pay for the A. A power of attorney Wvill not be
purpose specified in subparagraph 041402.H, accepted to establish, change, or discontinue an

allotment.
E. An employee, who mevets the

(eligibility requirements prescribed in DoD LDirec- B, Allotmen~t ~aymen~ltS Shall beQ made
tive 1420.1 (reference (all)) as a labor organiza- inl accordance With tile NLched ate '2StaLIN ACd by
tion mnember may make an allol ment of pay for LAOD provided suIcI at mt meo1t Checks are not1
the purpose of payment of labor oqdizatiaioiI issued until thev related ca 'ii i gs have accrued. p
dues as specified in subparagraph 041402,!. This shaill be stipuflated. as at requirement for the

F. An employee who mieets thle
eligifility requirements p~r0!CrIhet in F~lol) Direc- C. Fxcept as provided by subpara.
tive 50135.1 (reference (ai)) may make an allot- graphus '.4140)2.13., K., ae~d M., a Pot) emiployee
ment of pamy for charitable cOnitributions to TCO shall nlot have 01or,01' 111 oneu allotiment payable p
as specified inl subparagraph 0141402.J. to thle same 'Ilotitte it IIt. samei tOllie

01414015. Emr'c loiiit. Allotmtents P loi'~s~ilotece h a
May be aut1riZE'd to beVCOmeI effective dur11ing ali due the alli 0 br.
emergency evacuadtion. SucII allotmentsII.I Will not
become effective until an evacuation order has 0t414081. Disccntinuaoeic, Wtletmtoinciis. Allot-
been issued, See 5 C.F.l<. 5.90.40)1-550.4017 (reter- MnentN Will be d isqCeotoueu:
ence (I)).

A., U~pon receipt of:
0)4140)6. Allotments foi l ýni. Natilionals.
Foreign nationials employe'd by tb - 1)o0) anid 1. Nelto ieOf IoLlIIII~l renent Sepa-
lvorking outside thevir own country tin assign. ritioni of, thv a~lloter.p
ments (if 3 or moire monthis duration may be
pvrnliit'd to make allotmients for. anly of the 2. Notio' tiat flthe allottor his
purposes authorized in pa~ragratph 0)414012., b'een hII Cr 'd ill aixll ovotI-jj4t .(I sa
providing all other pnivki;iims nf s!ction 01144 ant
obser ved . 3. Writ ton1 notice fr' 'n11 the

allotter unless flbsy ri1'bt is otherwisc restricte-dp
I. Foreign nationmal, Is e1lopbyed by law or est abhlishe d ia b' agreel into 1.

by the DoD to work inl their own oun tries, or in
the- CZanal Zone may be permitted to make 4. Notice of deathi of tihe altotter.
alloh tme nts for the p~urposes sho~wn inl so bpa ri- Payinent will no he In'mtad e m~it no tice of' the
graphs 014140)2.1. and J. and toI pay precmiumns onl atlltter's death, eveni thoughi dtcthiitions were
group health benefils and group life insurance made fromt the altotter's pa'.' anid not paid to tlet,
Su .)je t to t he pro v isin o4I5(f any aig e eivilt alt htvte.
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5. Notice of death of allottee. b, Cancellations. Refer to
Upon notice of the? death of any persont to whom paragraph 041408. for conditions under which au
an allotment is payable, the civilian payroll office allotment is stopped.
shall step the allotment and notify the allotter.
All nonnegotiated allotment checks musi be 2. Payroll Procedures
returned to the disbursing officer for cancella-
tion. After these checks are canceled, the civilian a. Effective Date. Deduc-
payroll office shall iefund the money to the tions for ailotmerncrt will be made the first pay
allotter. period beginning after receipt of the properly

executed SF 1199A.
6. Notice that the whereabout:;

of the allottee is unknown. b. Allotment Deductions.
D.heductions for allotments shall be made each

7. Written notice to cancel the pay period and shall be taken in accordance with
allotment(s), the order of precedence outlined in section 0402.

If the not pay, after applying all payroll deduc-
8. SF 1199A with $0.00 in the lions otherwise required, is less than the allot-

allotment amount block. ment amount when only one aliotment is autho.-
rized, the allotment shall be nullified for that pay

B3. When the conditions under which period. If the net pay is less than tle aggregate
an allotment was permitted no longer exis, amount when two such allotments are autho-

rized, both shall be nullified for that pay period.
C. When the allotter transfers to an

installation serviced by a different civilian pay- c. Routing Number. Each
roll office, except for: financial institution will be identified by a I

nine-digit number, (ag)). Tiiv routing number is
1. An allotment for CFC contri- assigned by Rand McNally and Company, agent

bution, or for the American Banker's Association. This
number is the identification informatin by

2. A labor organization dues which Automated Clearing Hlouse (ACH) pay-
authorization (when the employee remains ment, are distributed to financial institutions.
within the same bargaining unit). ACHl is a facility which performs inter-bank

clearing of paperless entries for participating
041409. Allotments - Savings financial institutions.

A. Procedures B. Allotment l'rocedtires Oulside the
Continenial United States LCOQNUS.

1. Allotment ( ia nge•ts or (.ancel-
lations 1. An employee must meet one

of the requirements below before they can make
a. Changes. A change in an OCONUS allotment. The employee must be:

the amount of the allotment, financial organiza-
tion, or savings account to be credited requires a 0
new SF 1199A to be executed in accordance with a. Assigned to a:i OCONUS
instructions on the form. insert the new allot- post of duty,
ment amount, not the amount of time change, in
the amount block. b. Working on an assign-

mnent away from his or her their regular post of
duty that is expected to continue for 3 months or
more; or

-~C 6
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c. Serving as an officer or same as gross pay earned. See 5 U.S.C. 8431
member of a vessel under 'he control of the U.S. (reference (b)) and NFC's detailed definition p
Government. appearing in TSP Builetins 87-16 and 87-31

(reference (ak)). TSP deductions for reemployed
2. Only allotments in whole annuitants are based on the grmss salary, not the

dollar amounts (or equivalent in value), shall be net amount after subtraction of the offset. Term,
allowed an employee. Refer to paragraph, Temporary Appointrment Pending Establishment
041404. for authoriced allotments for OCONUS of a Register (TAPER), and indefinite appointees
employees. may participate in TSP. Employees on tempo-

rary (not to exceed 1 year) or intermittent ap-
041410. Withholding pointments are not generally covered by FERS or

CSRS and are not eligible to participate in TSP
A. Make full deductions each pay (TSP Bulletin 87-22) (reference (ak)).

period if the salary is enough to t.wver the de-
duction, even if an employee is in a pay status 041502. Participation Rules. Both FERS and
for univ part of a pay period. No deductiorns CSRS employees are eligible to join the TSP plan.
shall be made if the salary amount is insufficient
to cover the deduction. A. FERS employees may contribute

up to 10 percent of their basic pay per pay
B. Retroactive deductions shall not be period to the plan.

mad" for a period in which the employee's net
pay was not enough to withhold the allotment. B. FERS employees receive agency
Adjustments shall not be made i.i future pay matching contributions up to 5 percent of their
periods for amounts the civilian payroll office basic pay contributed each pay period. The
failed to deduct in the current pay period, unless matching is dollar for dollar on the first 3 per-
requested by the employee in writing. Adjust- cent contributed, and fifty cents on the dollar for
ments shall be made by the civilian payroll office the next 2 percent.
,or overdeductions.

C. FERS employees receive agency
0415 THRIFT SAVINGS PLAN automatic contribution (if 1 percent of basic pay

whether or not they contribute to their TSP
041501. General. TSI' is a retirement savings accounts.
and investment plan for Federal employees.
Congress established the plan as part of the D. CSRS employees may contribute
Federal FEmplovwes' Ret;rement System Act of up to 5 percent of basic pay per pay period.
1986 (P L. 99-335) (reference (e)) and (5 U.S.C. CSRS employees, however, do not receive any
8431-844-0d) (reference (b)). -he plan offers both agency matching or aut-mnatic contributions. p
FERS and CSRS employees tax deferral advan-
tages similar to those on an individu etire- E. All contiibutions must be made
ment account (IRA) The plan is adminrtered through payroll deductions. Lump-sum cortii-
by the Federal Retirement Thrift Investment butions are not permitted.
Board which operates the plan solely for the
benefit of the participants and their bexneficiaries. F. Employees may contribute either •
The n-cordkeeper far the plan is the NFC in New a whole percentage or a whole dollar amount.
Orieans, iLouisiana. NFC issues 1SP bulletins
providing necessary guidanc- retting to TSP 0415113. When to Begin ISP IiX•ductions. Elec-
operations All Bulletins arn to be retained tion, made during an open season become
pending NFC'sý dispoitiom intstructions,. TFhe law effective no earlier than the fir,;t full pay period
to ntains a definition of [asic pay for TSP pur- beginning in the last month of that open seasomn p

p!s('.. For most erlt'., ba,,ic pay is th, Inilial enrollment o)r a change to an enrollment
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can only occur during the TSP open season. dure and the TSP journal Voucher (Form TSP-2
However, the choice to stop contributing to TSP or certified automated listing).
is permitted at any time, and is effective at the
end of the pay period in which that election is B. Credit the amounts due NFC to 4
acceptcd by the civilian personnel office. the following accounts:

041504. Enrollment --F3886.6010 Employing Agency Automatic
Contributions to FERS Thrift Savings PMan.

A. Employees obtain the FoAn TSP-I. (includes the automatic 1 percent of salary
"TSP Election Form," from their civilian person- contribution by the employing agency on behalf
nel office. of all FERS employees.)

B. FERS and CSRS employees can --F3886.60201 Employing Agency Contribution to
allocote contributions among three. investiment Thrift Savings Plan G.S
plan funds.

-- F88.630Employing Agency Contribution to
1. Fund G consists of investment Thrift Savings Plan F.

in U.S. Government securities.
--F3886.6040 Employing Agency Contribution to

2. Fund F is invested in guaran- Thrift Savings Plan C.
teed private-sector investment contracts, certifi-
cates of deposit, and other securities which offer --F3886.6060 Employee Contribution to Thrift
a specified interest rate. Savings Plan G.

3. Fund C is invested in a group --F388~6.6070 Employee Contribution to Thrift
ot common stocks. Savings Plan F.,

C. A copy of the Form TSP-I is for- --F3886.6080 Employee Contribution to Thrift
warded to the civilian payroll office from the Savings Plan C.
civilian personnel office. For thos-e civilian
payroll offices using the personnel-pay interface, C. Prepare Form TSP-2 in accordance
the data to establish the TSP contributions in the with the TSP voucher/summary type output
master record will flow to the civilian payroll product that is produced from the automated
office electronically. However, all offices must system or use a certified automated listing.
work closely with the civilian personnel office to After certification, the journal voucher (or certi-
ensure accurate data is established for the em- fied listing) is forwarded to NFC together with
ployee in accordance with the infonmationi the TSP tape produced for that pay period.
pro)vided on the Form TSP-I1, Form TSP-2 does not have to be prepared in an

integrated system. NEC requests receipt of the
041.505. Biweekly Processing and Accounting journal voucher (or certified listing) and tape no
Procedures later than 2 workdays prior to the actual payroll

payment date. They are to be shipped, via I
A. A no-check-issue procedure is express mail to U.S. Department of Agriculture,

us.-d to transfer to NFC the amount collected National Finance Center/TSP, 13800 Old Gentilly
from employee TSP deductions, as well as the Road, Builldiog 35-0 New Orlcams, LA 70129.
agency contributions. Under this procedure, the Express mail receipts shall be maintained and
disbursing office does not use a check as the recorded in the TISP tape procussing log dlis-
means of payment to NFC. Funds are trans- cussed in subparagraph 041505.D. If the Ac-
furred to NFC using the Dl)D accounting proce- knowledgment of Processing Letters issued by

NEC do not arrive within 10 work days for

13.3
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CONUS civilian payroll offices or within 15 tapes and adjustment record input. The differ-
workdays at overseas locations after the TSP tape ences may be caused by changes made to the
has been mailed to NFC, conta:-t the record- TSP tape before it is sent to NFC, where entries
keeper to determine if a processing letter was are not adjusted accordingly; or transactionis (hat
issued or what type of problem exists concerning were rejected by NFC but were not resubmitted,
the processing cycle in question. If the capability resulting in no charge to the TSP clearing ac-
exists, NFC requests that the TSP deductions for count.
that pay period be sent by EFT in lieu of the
tape. B. The civilian payroll office shall

ensure that all transactions involving money
D. A TSP tape processing log must be amounts submitted on the TSP tape or as adjust-

maintained to monitor TSP tape submissions to ments have a corresponding entry,
NFC. The log, at a minimum, must include
report number, pay date, pay period number, 0416 TSP LOAN PROGRAM
date of certification, date mailed, date processed
by NFC and amounts processed. The contriba- 041601. General. Under 5 U.S.C. 8433(i) (refer-
tion amounts contained on the original journal ence (b)), all TSP participants currently em-
voucher (or certified listing) must be compared ployed are eligible to obtain a TSP loan. A
with the processed TSP contributions per the maximum of two TSP loans per employee can be
Acknowledgment of P'rocessing Letters, the current.
Payroll Recapitulation Report (rejected items)
and the TSP contributions per the Statement of 041602. Types of Loans. Loans can be made
Transactions to ensure that the amounts pro- for the following purposes:
cessed by the record keeper agree or can be
reconciled with amounts submitted by the civil- A. Purchase of primary residence; b 0
ian payroll office. The log need not be limited
to the aox)ve items. It can include .;uch addition- 13. Educational expenses;
al data as date of initial run, recycle dales, date
of the final run or other data that would be C. Medical expenuses; and
helpful in the TSI' tape processing cycle.

uD. Finiancial hards;hip.
(1415(06. Correction Procedures

041603. Loan Minimum. The minimum
A. NFC has published regulations amount of a TSP loan is $1,000. Employees may

governing the correction of errors (TSP Bulletin only borrow their own contributions and earn-
87-64) (reference (ak)), Procedures for reporting ings.
paynmvents and adjustnents for previous calendar
years are contained in TSP Bulletin 90-22 (refer- 0)41604. Interest Rate. The interest rnle shall be
ence (ak)). the G Fund rate at the time the terms of the loan

are esiablished. The rate is fixed at that level for
B. Civilian payroll offices shall the life of the loan, and the interest paid on tile

process TSI' adjustments within 14 days of when loan shall go back to t)ie employee's own TSP
the rejections or deletions are received, account and is iiot tax deductible.

041507. TSP Discrepancies B14I61Th. tiweekly Procesing and Accounting
Proced ures

A. TSP discrepancies are differ, nces
between amounts; entered in and charges made A. The civilian payroll office shall
by the Treasury to the I)D TSP clearing account receive Form TSP-22, "TSP Loan Payment Allot-
based on transactions submilted to NFC on TSP merit Form," from NFC after it has issued a
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payment to the employee. This tbrm must be 041702. Form 668-W, "Notice of Levy (NOL),"
properly certified by an official at NFC. The shall be served in person or by mail. Service byS
certified Form TSP-22 shall conta in thle TSP loan mail is lim~ited to the United States, its territories
number, pertinent employee data, the repayment and possessions, and ships at sea. The NOL is 4
information and the DD/EITf muting number. served on thle civilian payroll office responsible

for payments to the employee. The NOL will be
B. Loan repayment via DD/ _VLX honored by all civilian payroll offices whether

This procedure shail be used for installations; served in person or by mail. Once a NOL is 9
havin', DDIEV[ capibilities. TSP loan repay- received it Will Continue Lin effect until the collec-
nieni.. shall be esiablished as allotments in tic tion is complete or until thle IRS releases the
employce's mnaster recoro. Accounting proe- levy. The IRS will send an original and two
dures are the samre as those curirently used fo.' copies of thle NOL. The civilian payroll office
disbursement of net pay and other types of shall sign and date all copies and enter thle time
allotments except thlt same type of checkless of receipt on tile forms.
remittance and TSP clearing account procedures
used for TSP savings docducihins are to be uti- 041701. Authorization to Start Deductions. The
lized. civilian payroll 6ffice shall make deduction,;

from thle current salary of indebted emiployees if
C. Lioan repayment via non-DD/EFT one of the condition., below exist:

procedures. Utilize tilt. same type' Of checkless3
remittance and TSP cleairing account procedures A. The NGL is served by an einploy-

*currently used for 151' savings deductions (see ee of thle IRS in pvrs~ir or by inail.
paragraph 041505.). AThe TSP loan clearance
account is, --X3t860.(A90, Prepare the TSP loan B3. Agreement in writing has been
payment input anu related journal vouchers in mnade between an indebted employee and thle
accordance with thet proce-dures provided in TSI' IRS to liquidate thle debt tliruugh regular deduc-
Bulletin 88~-26 krefurerict (ak)). Loan payment tionis,
data and thu joomiial voucli'r shall be express
mailed to NIFC, 041704. Wag~e, Subiect to L~evy

0417 TAX LEVY 'FOR UNPAID IEDFRAI, A. The NOl. attaches tile gross
INCOME TAX amount of thle accrued Wages or- salary, less the

fl llow inrg:
0)41701. Luvyinit Official ainrd Levy Re-strict ionls,
IRS Distirict LDirector, are auth iiized under 20m I. Retfiremlent deduction.,;
U.S.C. 633 1 (refewrence (z)) to collect de~linquent
Fe~deral income1 taxeS by leVY onl thet salary or 2. Social Security and /or Medi-
wages (if amy U.S. or D.CM. emiployee(. The le~vy is care delducions,
served against the "take-homle pay" of thet vim
ployee. '[bat is, thle levy Shall dia tch only to thle 3. VE-lB deduct ions,
salary check or cash disbursemnent the employee

"Vowiuld receive mun payday ii it were not for the 4. FEG-Il deductions,
levy. Em ployees mnust not beý allowe!d to in-
crease or add any voluntary allotmentis after a 5. Pay attached or garnished for

- lvy is, Wreeivd in- the civiltian payroll office, child support oi- alimnony,
Changes that increase exim;ing voluntary allot-
mients are Only auLluoried after the total tax 6. Overpaymnents due thet Gov-
liability ha:ý been paiid or arraogerntents have eminment,
been mvaJL:.vilt, ih; !KS-.
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7. Allowable personal exemp- workdays. If known circumnsiances exist (em- 0 U

tions, certified onl Form 668-W, parts 5 and 6 ployee is on leave, TDY, etc.) that may delay
subtitled "Statement of Exemptions." return of the form, the civiliin payroll office

shall request guidance from the IRS office that
B. All voluntary allotments and bond issued the levy. When parts 3 and 4 are. not

allotments are considered items of pay that may returned within the 3-day period, and no unusu-
be subject to the NOL. The civilian payroll office Ml circumstances exist, a dependency exemption
shall not start a new voluntary allotment or bond shall not be allowed until the form is returned.
allotment after the levy is received. Unless the The minimum personal exemption amount shall
IRS instructs thle civilian payroll office that a be allowed the employee for each pay period
deduction should not be allowed, the taxpayers until parts 3 and 4 of Form 668-W are received
payroll deductions; which were in effect when in the civilian payroll office.
the. levy was received shall be allowed when
determining thle employee's take home pay. The D. The civilian payroll office shall
civilian payroll office shall send the IRS the return thle original part I of Form 6684-W to the
taxpayer's take home pay mninus the allowable IRS office that ordered thle collection with the
eXLCptioiiS. This action shall be continued until check for thle first deduction made under NOL.
the full amount of thle levy has been paid to thle The civilian payroll office shall return part 3 to
IRS. The NOL shall contain hirrructions for the IRIS with thle check for tile first dedu'ction
figuring the allowable exceptions from the levy, made after the employee returnls the properly
The 116 may notify the payroll office when completed part 3. If thle employee is required by
different procedures should be followed for a court judgment (made before the date of' the
specific employees, levy) to contribute to tihe support of minor

children, that amount of salary, wages, or other
0141705. Notice to Emp11loyees income is already exempi from thle levy. There-

fore the employee must not list these minor
A. Parts 3, 4, and .9 of Forio 008-W children, as exemptions onl parts 3, 4, and 5 of

perm-it a biweekly personal exemption for the Form 668-W.
employee and a biweeklry exemption for each
dependent. Thle amounts are changed each year EL. It the civilian employee has been
by thle IR6. See IR<S Plublication 1494 (reference reassigned to an organization serviced by anoth-
(al)). A cop~y of thle current amiounts are in- er civilian payroll office, tire losing civilian
cluded with thle NOL. Thle employee must payroll office shall informn the propenr IRS3 District
certify their exemptions on parts 3 and 4 of thle Director of the employee's new address. The
form. losing civilian payroll office shall mail the comn-

plete NOL package to the new civilian payroll
11, Upon receipt oif thie NOL, the office for processing.

civilian payroll office shall imnrnediately advise
the employee in writing. Thre letter most include f-. If the employee has moved from
lorin 6t68-W, parts 2, 3, 4, and 5, as anl enclosuiv, overseas, transferred to another Governmenrt
b~or a sample letter see Figure 4-2. Agency, separated or re'tired, the civilian payroll

office will:
C. Noirmially, an employee ~is allowe-d 6

3 workdays to return parts 3 and 4 of Form 1. R~eturn thle NOL to the IRS
66M-W after receipt. Civilian payroll offices shall District Director-, and
establish timely follow-up procedures; to ensure
that Form 668 W is returned within 3 work-days 2. Note the employee's new ad-
after receipt of the notification letter. fhe return dress;, if known, onl the bottom of the NOL.
date for Form 068-W shall [w determined by B
estimating the mail transit timne and adding 3
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G. If the civilian payroll office receiv- after the civilian payroll office has forwarded •
ing the NOL has no record that payroll service amounts from the levy to the IRS.
has been furnished the employee, annotate that
fact on the bottom of the NOL and return it to
the IRS District Director.

041706, Evidence Received That the Tax Has
Been Paid

A. If in employee produces evidence
that the full amount of the tax has been paid, the
civilian payroll office shall record on the bottom
of the NOL:

1. The date of payment;

2. The manner in which the levy
was paid; and

3. The IRS District Directors's
office to which payment was made.

B. Adequate evidence of payment
shall be the stub of the money order or the can-
celed check showing payment to the I1S. If
payment was made by money order, the number 0
and location of the issuing agent shall be shown
on the stub. If payment was made by check, the
name and location of the bank, and endorsement
by the IRS shall be shown. There are two forms
issued by the IRS that are also acceptable as
evidence of payment: Form 668-R, "Release of I
Levy on Wages, Salary, and Other Income," and
Form 6(H-G, "Provisional Release of Levy on
Wages, Salary, and Other Income." Either forn,
serves as valid notice of payment or release. If
no deduction,% were made from an employee's
salary or wages, the civilian payroll office shall 6
return all annotated copies of the NOL to 1hw IRS
Center that issued it. The civilian payroll office
shall not keep the NOL. If an overdeduction has
been made, the civilian payroll office shall
annotate the amount on the Form 668-R or 008/-G
and return ithle l to the IRKS. IRS shall then I
prnvide a refund to lhe employee of any excess
money collected. The civilian payroll office shall
inform the employee of this process and instruct
IIWem to contact the IRS office that issued the
NOL if no refund is received within 6A) days
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REPAYMENT OF LUMP-SUM ANNUAL LEAVE Date

To: From:

Under the provisions of the Lump-Sum Payment Act (D ctmber 21, 1944), the following
statement is furnished for submissaon with your Federal and State Income Tax returns for calendar
year

Name and Number of Employee

refunded during the calendar year the sum of $ representing refund
of Lump-Sum Annual Leave payment under the provisions of the Lump-Sum Payment Act. The
Form W-2 (Wage and Tax Statement) for calendar year has not been decreased by this
amount.

Duty Station Federal Employer's Identification Number

"lSate Iddutification Numnber

Typed Name, Title and Telephone Signature

Copy Forwarded To:

internai Revenue ., crvice
3P

State of

City or County of

Figure 4-1, Lump-Sum Annuiý Leavu, Ktp,.ymcnt Sample Format
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Dear __

This office has received a Notice of Levy for Federal income tax against your pay for

$ ._ This attachment against your pay shall remain in effect until the total debt has been

collected.

From receipt of this letter, you have 3 working days to complete the enclosed IRS Form 668-W.

Return parts 3 and 4 in the enclosed self-addressed envelope; parts 2 and 5 are for your records. S

If you do not return the Form 668-W, within 3 working days, a personal exemption of $ per

pay period will be your biweekly salary. The remainder of your check will be forwarded to tile IRS.

If you have any questionor concerning this levy, contact the IRS through the 1-800 number which

appears on the attached F~orm 668-W.

If we can be of any further assistance, please contact our office at between the hours

of 7:30 a.m. and 4:00 p.m, Monday through Friday.

Sincerely,

Enclosures

Figure 4-2, Notice of '.vy Sample Letter
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ITEM FED. SOCIAL MED. STATE CITY/ RET. TSP
TAX SECURITY LOCAL

1. Premium pay: Sunday,
Holiday and Overtime; YES YES YES YES YES NO NO

Standby Duty and Adminis-
tratively Uncontrollable Over-
"time YES YES YES YES YES YES YES

2. Basic Pay YES YES YES YES YES YES YES

3. Differentials include Night,
Hazardous, Post (nonforeign YES YES YES YES YES NO NO
& fotvign), Staffing, Supervi-

S, ( ssoury

4. Other Differentials: Shift, YES YES YES YES YES YES YES
~ Environmental, and Tropical

5. Lump-Sum Leave YES YES YES YES YES NO NO

6. Severance Pay YES YES YES YES YES NO NO

7. Awards YES YES YES YES YES NO NO

8. Allowances include Living S S
Quarters, Temporary Quarters
Subsistence, Post, Foreign NO NO NO NO NO NO NO
Transfer, Separate Mainte-
"nance, Representation, Official
Residence, Cuba Benefit

9. Other Allowances:

a. Nonforeign Cost of
Living NO NO NO * * NO NO

b. Physicians Comparability YES YES YES YES YES NO NO
c. Remote Site YES YES YES * NO NO
d. Danger Pay YES YES YES YES YES NO NO
e. Retention YES YES YES YES YES NO NO

S10. Recruitment and Reloca- YES YES YES YES YES NO NO
tion Bonuses

I1. Separation Incentive Pay YES YES YES YES 'YES NO NO

* Varies by state and city/local taxing authority.

Table 4-1, Deductions Withheld from Civilian Pay for CSRS and FERS Emnployees

144)

-----I 4-) - - - -

S .. .



DoD Financial Management Regulaton Volume 8, Chapter 04

CALENDAR MAXIMUM SOCIAL MEDICARE TOTAL MAXIMUM
YEAR GROSS PAY SECURITY PERCENT PERCENT TAX* S

PERCENT

1963 - 1965 $ 4,800 3.625 .00 3.625 $ '174.00
1966 6,600 3.85 .35 4.20 277.20
1967 6,600 3.90 .50 4.40 290.40
1968 7,800 3.80 .60 4.40 343.20 S

1969 - 1970 7,800 4.20 .60 4.80 374.40
1971 7,800 4.60 .60 5.20 405.60
1972 9,000 4.60 .60 5.20 468.00
1973 10,800 4.85 1.00 5.85 631.80
1974 13,2W0 4.95 .90 5.85 772.20
1975 14,100 4.95 .90 5.85 824.85 S
1976 15,300 4.95 .90 5.85 895.05
1977 16,500 4.95 .90 5.85 965.2.5
1978 17,700 5.05 1.00 6.05 1,070.85
1979 22,900 5.08 1.05 6.13 1,403.77
1980 25,9W1 5.08 1.05 6.13 1,587.67
1981 29,700 5.35 1.30 6.65 1,975.05 •
1982 32,400 5.40 1,30 6.70 2,170.80
1983 35,700 5.40 1.30 6.70 2,391.90
1984 37,800 5.70 1.30 **7.0 **2,532.60
1985 39,600 5.70 1.35 7.05 2,791.80
1986 42,000 5.70 1.45 7,15 3,003.00i
1987 43,800 5.70 1.45 7.15 3,131.70 •
1988 45,000 6.06 1.45 7.51 3,379.50
1989 48,0W0 6.06 1.45 7.51 3,604.80
1990 51,300 6.20 1.45 7.65 3,924.45

1991*** 53,400 6.20 3,310.80
125,000 1.45 1,812.50

1992 55,5(g) 6.20 3,441.00
130,200 1.45 1,887.90)

1993 57,600 6.20 3,571.20
135,W(10 1.45 1,957.50

1994 60,600 6.2(0 3,757.2)
1.45 ** *

1995 61,200 6.20 3,794.40 P
, - *1.45

The maximum tax may vary based on cost of living increases. The Secretary of Health and Human
Services publishes in the Federal Register, by November 1 of each year, the amount of gross pay from
which deductions are to be made,
** The combined rate of Social Security/Medicare for 1984 was 7%. llowevcr, employee,; were given a

.3% credit applied to the portion.
*** Beginning in 1991, maximum gross wages were separated for Social Security and Medicare purposes.

The maximum gross pay allowed for Social Security is listed first followed by the maximum for Medicare,
"* There are no maximum gross wages subject to Medicare tax and no maximum tax.

Table 4-2, Percentage Rates of FICA (Social Security/Medicare) Deduction and Total Maximum Tax
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State Abbreviation Code State Abbreviation Code

Alabama AL 01 Ohio OH 39
Alaska AK 02 Oklahoma OK 40
Arizona AZ 04 Oregon OR 41
Arkansas AR 05 Pennsylvania PA 42
California CA 06 Rhode Island RI 44
Colorado CO 08 South Carolina SC 45
Connecticut CT 09 South Dakota SD 46
"Delaware DE 10 Tennessee TN 47
District of Columbia DC 11 Texas TX 48
Florida FL 12 Utah UT 49
Georgia GA 13 Vermont VT 50
Hawaii HI 15 VITrinia VA 51
Idaho ID 16 Washington WA 53
Illinois IL 17 West Virginia WV 54
Indiana IN 18 Wisconsin WI 55
Iowa IA 19 Wyoming WY 56
Kansas KS 20
Kentucky KY 21
Louisiana LA 22 AREAS OUTSIDE TIlE U.S.
Maine ME 23
Maryland MD 24 Possession or
Massachusetts MA 25 Territory Code p
Michigan MI 26
Minnesota MN 27 American Samoa 0
Mississippi MS 2M D)efense Complex Panama 61
Missouri MO . 29 Canton and Enderbury Islands 62
Montana MT 30 Guam 06
Nebraska NE 31 Johnston Atoll 67

Nevada NV 32 Midway Islands 71
New Hampshire NII 33 Puerto Rico 72
New Jersey NJ 34 Ryuku Islands, S,'uthern 73
New Mexico NM 35 Swan Island., 74
New York NY 36 Trust Territories of Pacific Islands 75
North Carolina NC 37 U.S. Miscellaneous Caribbean Islands 76
North lakota NI) 38 U.S. Miscellaneous Pacific Islands 77

Virgin Islands 78
Wake Island 7')

Table 4-3, State Abbreviations and Numeric Codes
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Annual Pay Amount of Withholding

Greater But Not Basic ',.n') M
Than Greater Than Insurance Biweekly Semi-Monthly Monthly

-0- $8,000 $10,000 $1.65 $1.79 $3.58

$8,000 9,0()( 11,000 1.82 1.97 3.93

9,000 10,()(X) 12,000 1.98 2.15 429
10,00)0 11],0)00 13,000) 2.15 2.32 4.65

11,000 12,000) 14,000 2.31 2.50 5.01

12,000 13,01X) 15,10(X 2.48 2.68 5.36

13,0(0) 14,000 16,000 2.64 2.86 5.72

14,0)0 15,000 17,000 2.81 3.04 6.08

15,000 16,0(X) 18,0() 2.97 3.22 6.44

16,000 17,000 19,000 3.14 3.40 6.79

17,000 18,000 20,000 3.30 3.58 7.15

18,000 19,000 21,0(X) 3.47 3.75 7.51

19,000 20,0(0) 22,000 3.63 3.93 7.87

20,000 21,000 23,000 3.80 4.11 8,22

21,000 22,000 24,000 3.96 4.29 8.58

22,000 23,0(X) 25,000 4.13 4.47 8.94

23,0(X) 24,000 26,0(X) 4.29 4.65 9.30

24,000 25,0(X) 27,000 4.46 4.83 9.65

25,000 26,000 28,0(X) 4.62 5.01 10.01

26,O0(X, 27,000 29),000 4.79 5.19 10.37

27,0(X) 28,0(X) 30,000 4,95 5.36 10.73 0
28,000 29,0(0 31,0(X) 5.12 5.54 11.08

29,0(X) 30,0(00 32,0(X, 5.2H 5.72 11.44

30,0M) 31,0(X) 33,(,(X) 5.45 5.90 11.80

31,O(X) 32,0(X) 34,0(X) 5,61 6.08 12.16

32,0(X) 33,0(X) 35,0MX) 5.78 6.26 12.51

33,00X) 34,0(X) 36,0(X) 5.94 6.44 12.87

34,0(X) 35,0MX) 37,0(X) 6.11 6.62 13.23

35,0(X) 36,0(X) 38,(0(X) 6.27 6.79 13.59

36,0(X) 37,0(X) 39,0(0X) .44 6.97 13.94

37,0(X) 38.1(0X) 40,0(X) 6.60 7.15 14.30

38,0(X) 39,()0() 41,110(X) 6.77 7.33 14.66

39,0(X) 40,0(K) 42,0(X) 6.93 7.51 15.02

40,0(X) 41,000t 43,0(X) 7.10 7.69 15.37

41,0(X) 42,0(X) 44,0(X) 7.26 7.87 15.73

42,0(X) 43,000 45,0(X) 7.43 8.05 16.09

43,0(X) 44,0(X) 46,000 7.59 8.22 16.45

44,0(X) 45,0(X) 47,0(X) 7.76 8.40 16.80

45,00X) 46,0(X) 48,0(X) 7.92 8.58 17.16

46,0MX) 47,0(X) 49,0(X) 8.0'9 8.76 17.52

47,09) 48,0)1 50),000 8.25 8.94 17.88

48,000 49,0(X) 5 1,)(X) 8.42 9.12 18.23

49,1)00 50,0X) 52,0(R) 8.58 9.30 18.59

Tabil, 4-4, Withholdhing Schedule for B~asic Lift- hisurance
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Annual Pay Amount of Withholding

Greater But Not Basic 4)
Than Greater Than Insurance Biweekly Semi-Monthly Monthly

50,000 51,000 $53,000 $8.75 $9.48 $18.95
51,000 52,000 54,000 8.91 9.66 19.31
52,000 53,000 55,000 9.08 9.83 19.66
53,000 54,000 56,000 9.24 10.01 20.02
54,000 55,000 57,000 9.41 10.19 20.38

S55,000 56,0(30 58,000 9.57 10.37 20.74
56,000 57,000 59,000 9.74 10.55 21.(19
57,0(X) 58,()00 60,000 9.90 10.73 21.45
58,000 59,000 61,000 10.07 10.91 21.81
59,000 60,000 62,000 10.23 11.09 22.17
60,000 61,00X) 63,0(00 10.40 11.26 22.52
61,0(0 62,0(X) 64,0(X) 10.56 11.44 22.88
62,0(X) 63,000 65,0(X) 10.73 11.62 23.24
63,000 64,0(X0 66,000 10.89 11.80 23.60
64,0(X) 65,00M 67,000( 11.06 11.98 23.95
65,010 66,0(X) 68,000 11.22 12.16 24.31
66,0(X) 67,0(X) 69,000 11.39 12.34 24.67
67,000 68,13(30 70,000 11.55 12.52 25.(3
68,0(X) 69,1000 71,00(X 11.72 12.69 25.38
69,0(00 70,0(K) 72,0(X) 11.88 12.H7 25.74 I S
70,0(X) 71,0() 73,0(X) 12.05 13.05 26.110
71,00(X 72,0(X) 74,0(h) 12.21 13.23 26.46
72,000 73,0(X) 75,0(X) 12.38 13.41 20.81
73,0(X) 74,0(X) 76,0(X) 12.54 13.59 27.17
74,0(X) 75,000 77,10(k) 12.71 13.77 27.53
75,0(X) 76,0}00 78,000 12.87 13.95 27.89
76,0(X) 77,0(X) 79,0(X) 13.04 14.13 28.24
77,0(X) 78,(](X) 80,000 [3.203 14.30 28.601
78,1)13 79,0(X) 81,U1), 13.37 14.48 28.90
79,01(X) 8(),00X1 82,1)(X) 13.53 14.60 29.32
8(),0(1) 81,00() 83,0(X) 13.7)) 14.84 29.67
8 ],()(X) 82,0(X) 84,0(X) 1 3.86 15.012 3(1.0)3
82,1)(X) 83,(01R) H5,00(m 14.03 15.2)) 30.39
83,0(M) 84,000 86,000) 14.19 15.38 30.75
84,0(X) 85,Oix) 87,0(X) 14.36 15.56 31.11)
85,0(X) 86,00) 88,O(l)( 14.52 15.73 31.46
86,0(M) 87,04H) 89,(1(X) 14.69 15.91 31.82
87,0(X) 88,0)1) 9),1,1()0 14.85 16.09 32.18 0
88,0(X) 89,0()H) 91,01(Xl 15.02 16.27 32.53

089,010 90,0)(X) 92,0(8() 15.18 16.45 32.89
90,0()( 91,13(X) 93,0(X) 15.35 16.63 33.25
9 1,(1(X) 92,01() (4,000 15.51 16.81 33.61
92,10X) 93,(1X) 95,0(X) 15.68 16.99 33.90

"fable 4.4, IMwId old g 5.hut fo~r b sic L.ife' Insurance (continued)
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Annual Pay Amount of Withholding S

Greater But Not Basic 4)

Than Greater Than Insurance Biweekly SemioMonthly Monthly

93,000 94,000 96,000 $15.84 $Y7.16 $34.32

94,000 95,000 97,000 16.01 17,34 374.68

95,000 96,000 98,(000 16.17 17.52 35.04

96,000 97,0(X) 99,00(0 16.34 17.70 35.39

97,000 98,000 100,00}0 16.50 17.88 35.75

98,000 99,000 101,000 16.67 18.06 36.11

99,000 100,000 102,000 16.83 18.24 36.47

100,000 101,000 103,000 17.00 18.42 36.82

101,00(0 102,000 104,00(0 17.16 18.60 37.18

102,000 103,000 105,000 17.33 18.77 37.54

103,000 104,000 106,(00( 17.49 18.95 37.90

104,000 105,0(00 107,(00( 17.66 19.13 38.25

105,000 106,000 108,00(}0 17.82 19.31 38.61

106,000 107,000) 109,0)00 17.99 19.49 38.97

107,}000 108,00}0 110,0X00 18.15 19.67 39.33

118,000 1(19,(X00 111,(X}() 18.32 19.85 39.68

1(19,000 110,00(0 112,}001 18.48 20.03 40.04

110},000 I11,C(}O 113,M00) 18.65 20.20 40.41

111 ,0(X0 112,(0(0 114,0(0( 18.81 20.38 40.76

112,000 113,(1(1 115,00() 18.98 20.56 41.11 . *
113,000 114,000 116,M10{1 19.14 201.74 41.47

114,000 115,0(11( 117,}000 19.31 201.91 41.83

115,000 116,000 118,00(1 19.47 21,10 42.19

116,0}00 117,01)X 119,(X()0 19.64 21.2$ 42.54

117,0(01 118,101) 120,(X)(} 19.80 21.41, 42.90

118,(1}01 119,((00 121,11}(1( 19.97 21.63 43.26

119,00O 120,(X1O 122,(X)0 2(1.13 21.81 43.62

1 20,(X1)0 121,{}(10 12 3,0(1( 20.30 21.99 43.97

121,0((1 122,11X({ 124,((K) 20.46 22.17 44.33

122,,((1(} 123,0(1X1 125,(1}{} 20.63 22.35 44.69

123,000 124,(X}0 126,000 20.79 22.53 45.05

124,0(1)( 125,0()1) 127,(1(} 20.96 22.71 45.401

12.5,fX(1} 126,(})}) 1211,(X0 O 21.12 22.89 45.76

126,M(0(1 127,(01X) 12%,}(n) 21.29 23.(7 46.12

127,1100 128,(1(1 130,M01}(' 21.45 23.24 A0.48

128,(100 12',00(X( 131,}000 21.62 23.42 46.83

1 2 9 ,0 0}0 1',1 1 0 0 1 3 2 , 1 1X ) 2 1.7 8 2 3 .6 { 0 4 7 .19 1

13(,00{( 131.0(1(0 133,(X)0 21.95 13.78 47.55

"131,000 132,1(1t0 I34,d( W 22.11 23.96 47.91

132,0X}0 133,(1X11 135,{000 22.28 24.14 4 4826

133, 134,),1 22.44 24.32 48.62

Table 4-4, Withhiolding, 9cL11dU1Q 145 Basic Lift! Insurance (ccnntinued)
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OPTION - A (Per $10,000 coverage) 0OF11ON - B (Ier $1,000)

A4 ,r youny.r S .40 34 or woungur S .04

35-39 S S0 35-39 3 .05

40-44 S .70 40-44 $ .07 0

45-4) $1.10 45-49 S.i I

%(-54 $1.80 50-54 S .18

S55-59 S3.0) 55-59 $ .30

WO and over S7.00 nO arnd over $ .70

OPTION - C

34 or 'oungpr S .30

35,.39 5 .31

40-44 5 .52

45-49 I .70
$1 .I±... .L S':

55 -59 j $1.501

60 and over $2.9)

"Notte: The withhl• uing amount, ,.hi,.%vn ark- bawd on a biweckiv pavroll pe'ri d

D

"1,0h' 4 S, (ptional Litt, Inurn V Frr 1 ,l\,,( .

[I
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S

Code Coverage Code Coverage

A Ineligible for life irsurance coverage 9 Basic life plus Additional Option with 3
times basic pay

B Waived all life insurance

P Basic life plus Additional Option with 3
C Basic life insurance only times ban'ic pay and Standard Option

D Basic life plus Standard Option Q Basic life plus Additional Option with 3
times basic pay and Family Option

E Basic life" plus Family Option

R Basic life plus Additional Option with 3
F Basic life plus Standard and Family Option times basic pay and Standard Option and

Family Option
G Basic life plus Additional Option with I

times basic pay S Basic life plus Additional Option with 4
times basic pay

H Basic life plus Additional Option with 1
times basic pay and Standard Option T Basic life plus Additional Option with 4

times basic pay and Standard Option
I Basic life oluc. Additional Option with I

times basic pay and Family Option U Basic life plus Additional Option with 4 I
time!s basil. poy Miid Family Option

Pa•sc life plus Additional Option with I
times basic pay and Standard Oplton and V Basic life plus Additional Option with 4
Family Option limes basic pay and Standard Option and

Family Option
K Basic life plus Addii'tna! Option with 2

Imevs basic pay W l-iawi life plus Additional Option with 5
times basic pay

L aasic life plus Additiwmal Option with 2
times basic pay and Standard Option X Basic life plus Additional Option with 5

himes basic pay and Standard Option
rM -- sic lite plus Addititinal Option Wit!-. 2

times basir pay and Family Option Y Basic life plus Additional Option with 5
times bask pay and Family Option

N Basic life plus Additional Option with 2
timro., basic pay and Standard Option and Z Wsic lift- plus Additional Option with 5
Family Option timnes basic pay and Standard Option and

Family Option

II
Tablh 4-ti,. Fimplovees' Lie Insurance Enmllmni Status Codeui
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ALIMONY AND/OR

CHILD SUPPORT x x

PROFESSIONAL

"AND OTHER ASSOC. a: -

SSAVINGS BONDS x x 'D

COMBINED FEDERAL ---

CAMPAIGN I --

LABOR ORGANIZATION
DUES _ - U

Z 1: CITY INCOME TAX "

09 STATE INCOME TAX w

HOME LOAN
REPAYMENT Li,

I INDEBTEDNESS ICL
TO u S. GOVT. x 8

NAr:ONAL 5ERVICE I -

AND GZ)VT LIFE INS x

COMMERCIAL
LIFE INSURANCE x 8

SINANCIAL • J LU

INSTITtjTION ACZT

SAVINGS x - •

S EPENDENT5 Lu

SLizP I I-__LU 0

8V: Ci.

Ujw C

-�a Z,,

• - O•DLi:•' - )WO

... A• ._-

-, 1�0 2

CM Cu 0&u

II
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CHAMTER 05

1EAVE.
4r)

0501 GENERAL REQUIREMENTS appointment for each employee ind the leave
hours or days to which the employee is entitled.

050101. The type, amount, and nature of leave I,'ave earned shall be accurately accrued for
benefits are dependent on the type and length of each type of leave using correct rates effcctive at
employment, military status, and other eligibility the proper times. Reductioas shall be made at
requirements. See 5 U.S.C. Chapter 63 (reference the beginning of each leave year for accumulated
(b)), FPM Supplement 990-2, Bk)ok 630, (reference !ave exceeding statutory limits. Reduction.-
(k)), and 5 C.F.R., Part 630 (reference (1)). shall be made in accruals for annual vnd sick

leave when necessary to reflect extended leave
050102. The leave objectives to be met by pay- without pay or absence without leave.
roll operations and systems are that leave re-
cords are properly maintained for each employ- B. Annual and sick leave earned shall
cC; leave is accurately accrued; leave taken is b1w posted to an employee's record each pay
properly authorized and reported; and informa- period before leave taken in that period is
tion on leave use and accrual is accurately deter- charged against leave ' ilances. During a pay
mined and promptly provided to facilitate col- period in which an employee's service is inter-
lection of certain leave-related debts from em- rupted by a non-leave-earning period, he or she
ployees and preparation of financial reports, earns leave on a pro rata basis (5 C.F.R. 630.204)
including those for cost accounting purposes. (reference (I)). For example, leave shall be

prorated when an employee has reemployment
050103. Leave records shall be maintained to rights in connection with military service, both atI 0
show the following for each employee: rate of the time of separation and at the time of reem-
accrual for each type of leave; hours or days ployment, and both separation and reemploy-
accrued and used by leave type,; and hours or ment occur within the normal biweekly pay
days advanced by leave type. Additional docu- period; when an employee is in receipt of injury
mentation requirements for specific 'zypes of compensation, both at the beginning and at the
leave are described in this Chapter in the para- end of the nonpay status, and the nonpay status
graphs discussing each type of leave. The begins and ends within the normal biweekly pay
mechanized leave record is created automatically period; when an employee transfers to an agency
from accession leave data Obtdil ed from infor- having a different pay period; when an employ-
mation on the SF 50 i,,.d SF 11,50. Annual and ee is restored aifter a period of unwarranted
sick leave balances for emnployees traisferring in suspension or removal for which retroactive
are tumished to the civilian payroll office on the compensation is, paid; and when an employee is
SF 1150. Prior to receipt of the SF 1150, the attending schoxl or college as a student trainee.
leave balances from the last LES issued the Full-time and parti-time employees who change
employee by the losing civilian payroll of:-.e to an intermittent work schedule during the pay
may be used. Upon receipt ot the SF 1150, the reriod are eligible to have their leave accruals
gaining civilian payroll oftice makes any neces- prorated. See lable 5-1 for proration of leave.
sarv adju',tmenL,. See su'p.r.gra . "00202".C.
for additional guidance. 050105. To support the time and attendance

record, empioyeý.0 shall request approval of
I50104. Accruals leave. Leave used shill be documented and

approved in writing by a supervisor designated
A. Th, lehav_ year begins, with the to make such appnwvals. LAcumentation for

first full paN, period starting in the calendar year. leave used shall show the dates, times, and typveSFr hIive accruals, the civilian rayroll system of leave taken. Employees may not be compen-
shall contain accurat, intormation on the type of sated for leav. taken in vxcess .of leave accrued

14)
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except for religious observances taken for which less than 90 days are entitled to annual leave
compensatory time off for religious reasons was earning upon completion of the first biweekly
not worked in advance and for authorized ad- pay period. Employees whose current employ.-
vance leave. ment is limited to less than 90 days are entitled

to annual leave earning only after being current-
050106. Unless an agency establishes a mini- ly employed for a continuous period of 90 days
mum charge of less than 1 hour, or establishes a under successive appointments without a break
different minimum charge through negotiations, in service. After completing the 90-day period,
the minimum charge for leave is 1 hour, and employees are entitled to be credited with the
additional charges are in multiples thereof, leave that would have accrued duritig those 90
D)CPS, however, supports increments of leave at days.
the hundredths of an hour.

B. The amount of annual leave
050107. The payroll system shall be integrated earned depends on the length of service.
or interfaced with general ledger and cost ac Full-time employees with less than 3 years of
counting systems to ensure prompt and accural, service earn 4 hours of annual leave per biweek-
collection of health and life insurance premiums ly pay period. Full-time employees with 3 years,
from employees on unpaid leave, when required, but less than 15 years of service, earn 6 hours
and court reimbursements for time served as a per biweekly pay period. In the last full pay
juror while on court leave, when required. period of the calendar year, they earn 4 addition-
Amounts of leave accrued and used and their al hours. Full-time employees with 15 or more
related values shall be maintained to compute years of service earn 8 hours per biweekly pay
leave expenses and liabilities by designated period. Employees must be employed for the
general ledger and cost accounting classifications full biweekly pay period to be entitled to accrue
and to report externally. annual leave for that period. An employee is

considered to have been employed for a full t
050108. See Table 5-2 for conversionrs when biweekly pay period if he or she is employed
there is an insufficient amount of the type of during the days falling within that period,
hours requested. exclusive of holidays and nonworkdays estab-

lished by Federal statute, Executive Order, or
0[k 2 ANNUAL LEAVE administrative order (5 1) S.C. 6302(b) (reference

* (b)).
050201. General. Annual leave is absence with
pay for personai and emergency purposes. An C. Each time the number of hours in
absence which is otherwise chargeable to sick a nonpay status, which includes all nonpay
leave may be charged to annual leave if request- hours except OWCP, in a full-time employee's
ed by the employ_-e and approved by the super- leave year equals the number of base pay hours
visor. Other than for the liquidation of advance in a pay period, the civilian payroll system shall
sick leave indebtedne;.s, the retroactive :ubstitu- reduce his or her crediLs for leave by an amount
tion of annual leave for sick leave is not autho- equal to the. amtun, of leave the employee earns
rized. A substitution of annual w'ave for sick during the pay period. When an employee's
leave may not be made rvtn- ctivt'!y for the pur- number of hours of nonpay status does not
pose of avoiding a forfeiture of annua, weave require a reduction of leave credits, the civilian
the end 'f the leave year. payruli system shall drop those hours of nonpay

status at the end of the employee's leave year.
I)51202. Amount of Annual Leave Earned

D. Part-Clme employees with regu-
"A. Annual leave is earned by larly scheduled tour% of duty earn leave for the

full-time and part-time employees. Intermittent time they are in a pay statu.. Part-time employ-
employees (that is, employees with no scheduled ees with less than 3 years of service earn I hour
tour of duty) do not earn annual leave. Employ- of annual leave for each 20 hour'- in a pay status.
ye' who are appointed to positions not limited to Part-time employees with 3 years, but less than

- -- - - - - - - - - -- - - i- _ iii l ll-- - r,.... i



S

DoD Financial Management Regulation Volume 8, Chapter 05

15 years of service, earn 1 hour of annual leave be charged 72 hours for a week's absence. See
for each 13 hours in a pay status. Part-time 5 C.F.R. 630.210 (reference (1)) and FPM Supple..
employees with 15 or more years of service earn ment 990-2, Book 630, paragraph S2-6 (reference
1 hour of annual leave for each 10 hours in a (k)).
pay status. Hours in a pay status in excess of an
activity's basic working hours (normally 80 050204. Limitations and Variances
hours) in a pay period are disregarded in com-
puting the leave earnings of a part-time employ- A. The maximum carry forward from
ee. (Note: Part-time emploves may carry over 1 leave year to another is usually 240 hours. See
from one pay period to the next those excess paragraph 050408. regarding unlimited annual
hours that are not evenly divisible by 10, 13, or leave carryover for civilian DoD employees who
20 hours, as applicable. These hours will be are employed at installations that are facing
added to the next pay period work hours for planned base 'losures, Employees stationed
leave accrual.) See 5 C.F.R. 630.202 (b) and outside the United States, who meet the condi-
630.303 (reference (1)). tions for eligibility established by 5 U.S.C.

6304(b) (reference (b)) and 5 C.F.R. 630.302
E. Annual leave earned shall be (reference (1)), may carry forward a maximum of

posted to an employee's record each pay period 360 hours. Employees returning from an assign-
before annual leave taken in that period is ment outside the continental United States
charged against annual leave. (OCONUS) may carry forward the balance of •

leave to their credit at the end of the pay period
050203. Uncommon Tours of l)uty. Leave which includes the date the employee departs
Accruals, and CharD'Rs to Leave for reassignment. If an employee is placed on

detail to another OCONUS assignment, the date
A. Employees who work a 24-hour he or she ceases to perform duty at the detailed

shift or a 72-hour workweek, such as firefighters, post is considered the date the employee departs D *
accrue leave based on the uncommon tours of for reassignment. Annual leave in excess of 240
duty. The 72-hour workweek leave accrual for hours which was accumulated under 5 U.S.C.
up to 3 years of service is 7 hours per biweekly 6304(b) (reference (b)) by an employee who
pay period and 12 hours for the last full pay becomes subject to the 240 hour maximum carry
period of the calendar year. For 3 to 15 years of forward remains to the credit of the employee
service, the accrual is I1 hours per biweekly pay until used. The excess annual leave is reduced
period and 13 hour% for the last full pay period, at the beginning of the first full biweekly pay
For 15 or more years of service, the accrual is 14 period occurring in a leave yee,, by the amount
hours per biweekly pay period and 24 hours for of annual leave the employee used during the
the last full pay period., preceding year that is in exc:ess of the amount

which accrued during that year. This process
B. Employees who work standby continues until the employee's accumulated

tours iJf 56-hour workweeks, such as fire chiefs, leave does not exceed 240 hours.
with up to 3 years of service accrue 5 hours per
biweekly pay perio-d and 21 hours tor the last B. The following formula is used to
full pay pericid of the calundar year. Employees arrive at the maximum hour accumulation for a
with 3 to 15 years of service accrue 8 hours per newly assigned standby employee who has a 30-
biweekly pay" IeTrOul afud 24 ho.;. .the la.t full day maximum accumulation. Multiply 240 times I
pay period. Employees with 15 or more years of the number of hours in the standby workweek;
service accrue 11 hours per biweekly pay pe,-iod then divide the result by 40. Using this formula,
and 16 hours for the last full pay period. the maximum accumulation for an employee

with a 72-hour standby workweek would be 432
C. Employees who work uncommon hours. For an employee with a 56-hour standby

tours of duty are charged leave on an workweek, the maximnim accumulation wouldS hour-for-hour basis toir time off. For example, an be 336 hours. See FPM Supplement '990-2, Book
employee working a 72-hour workweek would 6.10, paragraph S2-6 (reference (k)).
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C. There is a 90-day (720-hour) separation as determined by the employing
maximum limitation on the amount of annual office oi0 medical evidence acceptable to it.
leave that an SES member may carry over from
one leave year to the next. SES members with 050206. Unused Annual Leave. Upon separa-
aaccumulated annual leave that exceeds 90 days tion from Federal employment, all employees are
(720 hours) are allowed to retain their excess entitled to a lump-sum payment for the balance
annual leave in a personal leave ceiling as of the of their annual leave account. See 5 U.S.C. 5551
first day of the first applicable pay period begin- (reference (b)). Employees who enter on active
ning after October 13, 1994. The amount of duty in the Armed Forces are entitled to elect to
"annual leave credited to an SES member's per- have the leave remain to their credit until they
sonal leave ceiling will be based on the amount return from active duty. See section 0307 for
of annual leave accumulated by the employee as additional information on lump-sum leave
of the end of the pay period preceding the first payments.
applicable pay period beginning after October i

13, 1994. Annual leave accrued for any pay 050207. Transferred Employees. For transferred
period during on!y a portion of which the em- employees, see subparagraph 090202.C. for the
ployce served under an appointment to the SES instructions for the SF 1150 to transfer annual
shall be prorated. leave balances.

D. Executive Schedule employees 0503 SICK LEAVE

generally do not accrue leave, 5 US.C. 6301(2)(x)
(reference (b)). Any unused annual leave that 050301. General. Sick leave is provided for an
remain•s to his or her credit immediately befor2 employee's use when sick, injured, confined by
an employee moves to an appointment under the pregnancy, required to give care to a mecmier of
Executive Schedule shall be liquidated by a his or her immediate family who is afflicted with p
lump-sum payment, 5 U.S.C. 5551(b) (reference a contagious disease, or the health of others
(b)). Lump-sum annual leave payments are would be jeopardized by his or her presence on
based on the rate of pay the employee was duty because of exposure to a contagious dis-
receiving immediately before the date 5 U.S.C. ease, or for medical, dental, or optical appoint-
6301(2)(x) (reference (b)) became applicable to ments.
him or her. If a career appointee is appointed at

P a rate of basic pay which is equal to or greater 0)50302. Amount of Sick Leave Earned
than the rate payable for Level V of the Execu-
tive Schedule, the career appointee may elect to A. Full-time employees earn 4 hours
continue under leave provisions as if the career of sick leave for each full biweekly pay period.
appointee had remained in the SES position from Employees on uncommon tours of dnly accrue 7
which appointed, hours of sick leave per pay period for a 72-hour 0

workweek and 5 hours of sick leave per pay
1150205. Advance Criteria. The current leave period for a 56-hour workweek. Each time the
year accrual of annual leave may be advanced if number of hours in a nonpay status, which
approved by the supervisor and if then, is includes all nonpay hours except OWCP, in a
reasonable assurance the employee will be in a fuil-time employee's leave year equals the num-
duty status long enough to earn the advanced ber of base pay hours in a pay period, the civil- 0
hwIvc. Doutful 'aces shall be disapproved. ir payroll %sy.;tem Sallv. rvduct his or her credits
Subsequent loss of accrual many result in anl for sick leave by an amount equal to the amount
indebtedness situation. An nmployee is not of sick leave the employee cams during the pay
required to refund advanLced l-ave wher, he or period. Part-time employees earn 1 hour of sick
she dies, retires for disability, or resigns or is leave for each 20 hours in a pay status. They
separated because of disability which previwnt, may not earn more than 4 hours of sick leave for 0
him or her from returning to duty or continuing 80 hours in a pay status during any biweekly
"in the service, and which is the basis of tlh. pay period. Intemlittent employees do not earn

sick leave.
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B. Sick leave earned shall be posted 050305. Unused Sick Leave. Employees are not
to an employee's record each pay period before paid for unused sick leave upon separation. The
sick leave taken in that period is charged against unused sick leave balance upon retirement or
the sick leave balance. death is shown in the Remarks column under

Service History on the SF 2806/3100. See 5
050303. Limitations and Variance3 C.F.R. 630.209 (reference (1)).

A. There i•. no limit on accrued balances 050306. Transferred Employees. For employees
of sick leave. Sick leave i.i recredited after a transferred, see subparagraph 090202.C. for the
break in service, if the break is not more than 3 instructions for the SF 1150 to transfer sick leave
years (5 C.F.R. 630.502 (reference (1)). Annual balances.
leave may be changed to sick leave, if the em-
ployee becomes ill during a period of annual 0504 RESTORED LEAVE
leave.

050401. General. Except as otherwise autho-
B. Exocutive Schedule employees gener- rized by regulation, annual leave restored under

ally do not accrue leave (5 U.S.C. 6301(2)(r7 5 U.S.C. 6304(d) (reference (b)) must be sched-
(reference (b)). Any unused leave that remains uled and used not later than the end of the leavil
to his or her credit when an employee moves to year ending 2 years after:
an appointment under the Executive Schedule l
will be certified oo an SF 1153 by the civilian A. The date of restoration of the
payroll office. The SF 1150 will be sent to the annual leave forfeited because of administrative
civilian personnel office for retention in the error; or,
Official Personnel Foldet (OPF), until the em-
ployee is reemployed in a leave-acct uing posi- B. The date fixed by the agency head,
tion or separated from the Executive Schedule or his designated official, as the termination date O
position. Career appointees appointed at a rate of the exigency of the public business which
of basic pay equal to or greater than the rate resulted in forfeiture of the annual leave; or,
payable for Level V of the Executive Schedule,

may elect to continue to have leave provisions as C. Tile date the employee is deter-
if the career appointee remained in the SES mined to be recovered and able to return to duly
position from which appointed, if the leave was forfeited because of sickness.

050304. Advance Criteria. In cases of serious 050402. Approval Requinuments. The following
disability or illness, employees, except those requirements must toe met before forfeited annu-
serving under a limited appointment or with a ail leave can Ix, considered for restoration:
specified termination date, may bc advanced up
to 30 days sick leave, or equivalent for uncom- A. Use of the annual leave must have
mon tours of duty. Enploy,.e:s should submit been scheduled in writing before the start of the
requests in writing for advance sick leave to the third biweekly pay period prior to the end of the
leave-approving official. Advance .ick leave leave year; and
should not be granted if it appears likcly that the
employee will not return to duty long enough to B. The determination that an exigen-
earn the leave. Employees must repay any cy is of major importance, and therefore annual b
advanced sick leave unless the separation is leave may not be used, must be made by the
caused by death, disability retirement, or a head of a major field headquarters nr major field
disability which prevents the employee from installation in compliance with 5 C.F.R. 630.305
returning to duty or continuing in 1he service, (refer,:nce (1)).
and which is the basis of the separation as
determined by the employing offi,.e on medical 050403. Time Limit. For an extended exigincy S
evidence acceptable to it, See 5 U.S.C. 6307 of the public business, the time period for use of
(reference (b)). restored leave i' 2 year; for each caltndar year,
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or part thereof, during which the exigency 050408. Unlimited Annual Leave Carryover
existed. This time period starts at the beginning
of the leave year following the leave year in A. Section 6304(d) of 5 U.S.C. (refer-
which the exigency is declared to be ended. An ence (b)) was amended so that civilian DoD em-
extended exigency is one that threatens the ployees who are employed at installations that
national security, safety or welfare; lasts more are facing planned base closures may carry into.
than 3 calendar years; affects a segment of an the next leave year more than 240 hours of
agency or occupational class; and precludes annual leave. Annual leave accumulated in
subsequent use of both restored and accrued excess of 240 hours at closing bases under this
annual leave within the time limit specified in 5 provision will be considered restored leave. This
U.S.C. 6304(d) (reference (b)) and 5 C.F.R. provision is effective October 23, 1992, and does
630.306 and 630.309 (reference (1)). Entry into the not cover leave restored before that date, and
SES does not change the time limit, established will expire December 31, 1997. For employees
under 5 C.F.R. 630.306 (reference (1)), during with annual leave restored under Section 4434 of
which restored leave must be used in order to P.L. 102-484 (reference (e)) who frnnsfer prior to
avoid forfeiture. base closure or as a result of base closure, the

expiration date to schedule and use the leave
050404. Eeýparate Leave Account. The payroll will be the end of the leave year ending 2 years
system shall maintain three separate restored after the date of transfer. If a decision is made
leave accounts. Restored annual leave must be that relocation from the closing installation will 0

credited to a separate leave account identifying be within the commuting area, the expiration
the date of restoration, the date of forfeiture, the date to schedule and use the annual leave re-
amount credited for use, the amount of usage, stored under Section 4434 of P.L. 102-484 (refer-
and the unused balance. Restored annual leave ence (e)) will be the end of the leave year ending
is not included in, and does not increase, the 2 years after the date of the decision. *
maximum annual leave carryover for an employ-
ce. B. Civilian personnel offices will

furnish civilian payroll offices with listings by
050405. Time and Attendance Reports. Time- the end of each leave year that identify each
keeping instructions in paragraph 02021)3. specify employee who is eligible (including those who
the method to be used to identify the leave were eligible in prior years and those who are

V account to be charged, newly eligible) for restoration of annual leave
under this provision. The list will contain each'

050406. Forfeiture of Annual Leave. Fstoen'd eligible employee's full name, SSN, and employ-
annual leave, if unused at the expiration of thc ing activity. The list should be labeled "Employ-
time limitation, is forfeited with no further right ees eligible for annual loave restoration under
to restoration. Sectioi 4434 of PL. 102-484," or an equivalent

heading, and it should be signed by the person-

050407. L,ump-Sum Payment. Upon separation, nel officer. This listing should be separate and
employees entitled to lump-sum payment shall distinct from any employee listing, form, or
be paid for their unused restored annual leav'e if memorandum which is used to inform civilian
such leave has not been forfeited. If the leave is payroll officis that an employee's annual leave
forfeited because of an administrative error, a is to be restored under provisions of 5 C.F.R.
claim must be filed within 3 years of the dis. 630.306 (reference (I)).
covery of the administrative error leading lo the
forfeiture (5 U.S.C. 6304(e)) (reference a))). Em- 0505 RESTORED LEAVE RESULTING
ployees entering active duty in the Armed Forces FROM ("ORRICTlON OF UiNIUSTIFIED OR
may not elect to have leave remain to their credit UNWARRANTEDV) PER6SONNEL ACTION
until their return from active duty (S U.S.C. 5552
and 6304) (reference (b)). See section 0307 for 050501, Annual leavv that is restored to an
additional ingormation on• lump-sum leave employee as a result of the currection of anr
"payments,. unjustified or unwarranted personnel action in
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excess of the maximum leave accumulation the overtime is worked. The limit for the use of
authorized by law must be credited to a separate compensatory time is the end of the 26th pay
leave account for use by the employee (5 C.F.R. period after that in which the overtime was
550.805(g)) (reference (1)) and (FPM Supplement worked. The unused compensatory time shall
990-2, Book 550, paragraph S8-8) (reference (k)), then be paid at the overtime rate at which it was
This restored leave shall be referred to as rein- earned. National Guard Technicians may not be
stated leave. Annual leave in such a separate paid overtime and must use compensatory time
account must be scheduled and used as provid, within 26 pay periods after it is earned.
ed in the following subparagraphs. If leave is
not used within the prescribed time frames, it 050603. When an employee separates or trans-
shall be forfeited. See 5 U.S.C. 5596(b)(1)(B) fers to another employing activity, unused
(reference (b)). compensatory time balances shall be paid at the

overtime rate in effect when the compensatory
A. Full-Time Employees. Excess time was earned. Title 32 National Guard tech-

annual leave of 416 hours or less must be sched- nicians shall forfeit any unused compensatory
uled and used by the end of the leave year time when they separate or transfer to another
ending 2 years after the date on which the leave employing activity.
is credited to the separate account. This period
is extended by 1 year for each additional 208 0507 COMPENSATORY TIME OFF FOR
hours of excess annual leave or any portion RELIGIOUS REASONS
thereof. See Table 5-3.

050701. Section 5550a of 5 U.S.C. (reference (b))
B. Part-Time Employees. These em- provides for compensatory time off for religious

ployees shall schedule and use excess annual observances. An employee whose personal
leave in an amount equal to or less than 20 religious beliefs require not working during
percent of the employee's scheduled tour of certain periods of time may elect to work coin- * *
duty over a period of 52 calendar weeks by the pensatory time for the time lost to meet those
end of the leave year ending 2 years after the religious requirements. An employee who
date on which the annual leave is credited to the works compensatory time for religious reasons
separate account. This period shall be extended shall be granted equal compensatory time off
by I leave year for each additional number of from the scheduled tour of duty (5 C.F.R.
hours of excess annual leave or any portion 5ý;0.1002) (reference (I)). See subparagraph
thereof, equal to 10 percent of the employee's 0"W302.31. for additional information regarding
scheduled tour of duty over a period of 52 compensatory time off for religious reasons.
calendar weeks. See Table 5-3.

0508 LEIAVE-SHARING PROGRAMS (VOL-
0506 COMPENSATORY TIME USED UNTARY LEAVE TRANSFER AND VOLUN-

TARY LEAVE hANK)
050601. Compensatory time off in lieu of
overtime pay derives from entitlement to pay for 051801. General. The "Federal Employees
overtime work (i.e., work in excess of 8 hours in Leave Sharing Amendment,; Act of 1993," P.L.
a day or 40 hours in a week, ordered in advance 103-103 (reference (e)), makes permanent the
by management). Additionally, compensatory voluntary leave transfer and voluntary leave
time off is extended to both GS and FINS erm- bank programs. The Act requires all agencies to
ployees working a flexitime schedule; however, operate a Ieave. t _ansfer p•ogram. allow. all
only GS employees are authorized compensatory agencies to establish leave banks at any time,
time off under compressed schedules. Refer to permits employees to participate in both pro-
5 U.S.C. 6122, 6123, 6127, and 6128 (reference (b)) grains, eliminates the requirement to count any
and 5 C.F.R. 550.114 (reference (1)). advanced leave an employee may have when

determining whether the employee qualifies to p
050602. Compensatory time off must Ie grant- be a leavu recipient, and permits leave recipients
ed t) an employee within a reasonable time after who exhauso transferred leave to use leave
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accrued while in a transferred leave status. The accrue during the leave year in which the dona-
Act took effect on February 5, 1994. Under P.L. tion is made; or
100-566 (reference (e)), leave sharing programs
for Federal workers were experimental and 2. The number of hours remaining 4)
would have terminated on October 31, 1993. in the leave year (as of the date of the transfer)

for which the leave donor is scheduled to work
050802. Voluntary Leave Transfer Program. In and receive pay.
accordance with 5 C.F.R. 630.901 et seg. (refer-
ence (1)), Federal employees may donate annual These limitations may be waived according to
leave to other employees who need leave be- the agency's established written criteria. Tile
cause of a medical emergency. Medical emer- waivers shall be documented in writing.
gency used herein is defined as a medical condi-
tion of an employee or a family member of an C. The donated leave may be used by
employee (as defined in 5 C.F.R. 630.902) (refer- the recipient only for the documented medical 5
ence (I)) that m,,y require an employee's absence emergency. It may not be used fLor any other
from dury for a prolonged period of time and purpose. The law provides that a leave recipient
result in a substantial loss of income to the will cam annual and sick leave while using
emphPyee because of tile unavailability of paid donated leave, but ly up to 40 hours of each,
leave. which are placed in separate accounts for use

after the recipient exhausts all donated leave or

A. Interagency leave transfer is die medical emergency ends. An employee may
mandatory if any of the following conditions are use any annual or sick leave accrued while in a
met: shared leave status if the medical emergency

continues after the leave recipient exhausts all
1. If a family member of a leave transferred leave. Leave accrual for employees

recipient is employed by another agency and who use donated leave intermittently shall be
requests the transfer of annual leave to the leave prorated between the regular leave accounts and
recipient. the separ,2e leave accounts until the maximum

accrual is reached or termination of the emergen-
2. If, in the judgment of the cy. AL.ruals are prorated ba,,;,d on the number

leave recipient's employing agen'_cy, the amount of hours ot donated leave used within the pay
of annual leave transferred from leave donors period.
employed by the leave recipient's employing
agency may not be sufficient to meet tile needs D. Upon termination of the medical
of the leave recipient, emergency, the unused donated leave shall be

transferred pro rata back to each donor (5 C.F.R.
3. If, in the judgment ol the 630.911) (reference (I)). Each donor has an clec-

leave iecipient's employing agency, acceptance of tion as to how the leave is to be rctredited from
leave transferred from another agency would the following option.:
further the purpose of the Voluntary Leave
Transfer Program (5 C.F.R. 630.906(f) (reference 1. Crediting the donated annual
.(1)). leave to the donor's annual leave account in the

B. Leave donors may not contribute current leave year;

to an immediate supervisor. The annual leave 2. Crediting the donat,:d annualt donated must be accrued and available at the leave to the donor's annual leave account effec..
- date of donation. The maximum amount of tive as of the first day of the first leave year

annual leave that may be donated during the beginning after fthe date of election; or
leave year shall be the l]s.Ser of: p

3. Ionating such leave in whole
iI I. One-half (A the amount of or part to another leave recipient.

an nual leave he or she would bhe entitled to

- i
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E. The civilian payroll office shall C. Intermittent employees, including
process all leave balances, restore unused balanc- experts and consultants, with no regularly sched- S

es and track the identified civilian payroll office uled tour of duty receive no compensation

cost. unless actual work is performed.

050803. Voluntary Leave Bank Program. Under 050902. When Work Is Performed. See holiday
the Voluntary Leave Bank Program (5 U.S.C. premium pay provisions in paragraph 030305.
6361-6373) (reference (b)) and (5 C.F.R. 630.1001 •
et seg.) (reference (I)), employees can make a 0510 CREDIT HOURS
specified contribution of annual leave to their
agency's leave bank in order to become leave 051001. Credit hours may be worked only by
bank members. See 5 C.F.R. 630.1004 (g) employees on flexible schedules. Credit hours

through (i) (reference (I)) for minimum leave are hours in excess of the basic work require-
contributions. Should a leave bank member ment, but within the tour of duty. Credit hours
expcrience a medical emergency, he or she can shall be earned and used in the same increments
apply to the leave bank board for withdrawal of as other leave. Credit hours are earned when
annual leave from the leave bank. work is performed at the option of the employee.

The hours are in excess of the employee's basic
050804. Participation in Both Programs. The work requirement (8 houis in a day, 40 hours in
law permits an employee to participate in both a week, or 80 hours in the biweekly pay period). S
leave transfer and leave bank programs in the Credit hours are distinguished from overtime
same agency for the same medical emergency if hours in that they are not officially ordered in
his or her agency has established both programs. advance by management. See 5 U.S.C. 6121-6126

(reference (b)).
0509 HOLIDAY

051002. A full-time employee may accumulate

050901. When No Work Is Performed. An em- not more than 24 credit hours to be carried
ployee in a pay status on either the regularly forward for credit against a later pay period. The
scheduled workday preceding a holiday or on 24 credit hours carried forward must be account-
the regularly scheduled workday succeeding a ed for the same as other types of leave (5 U.S.C.
holiday is entitled to straight-time pay for the 6126) (reference (b)).
holiday, regardless of his status on the holiday
not worked. 051003. A part-time employee is limited to the

credit hours to be carried forward on a pro rata
A. Regular full-time employees basis. For carry-over purposes, a part-time

receive their regular straight-time pay, including employee may carry over credit hours from I
night differential and shift differential, for holi- biweekly pay period to a subsequent biweekly
days on which they arw not required to work. pay period, in an amount equal to 25 percent of

the biweekly scheduled hours of work.

B. Part-tme employees receive their
regular pay for holidays falling on their regular- 051004. The employee receives no additional
ly scheduled workdays. When an installation is pay for credit oours when these hours are credit-
closed for an "in lieu of" holiday that falls on a ed to hir or her account. Credit hours are con-

part-time employee's regularly scheduled work- siuered a part of the basic work requirement
day and the employee is prevented from work- (nonovertime wL.rk) in the biweekly pay period
ing on that day, the installation may excuse the to whikh they are applied. An employee is
employee from duty by an administrative order entitled to his or her basic rate of pay for credit
or grant the employee annual leave or LWOP for hours. Credit hours shall be paid at the employ-
the hours schedulcd to be worked on that day. ce's current hourly rate whcn an employee is no

longer :;ubject to a flexible w(-rk schedule pro)-
gram or upon separation (5 U.S.C. 6126(b))
(reference (iý)). For full-time cmployees not more
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than 24 accumulated credit hours can be paid. 051202. Blood Donation. Employees who serve
For part-time employees, credit hours which are as blood donors shall be excused from work
not more than 25 percent of such employee's without charge to luave for the time necessary to
biweekly scheduled hours can be paid. donate the blood, for recuperation following

blood donation, and for necessary travel to and
051005. Credit hours shall not be used by an from the donation site (30 Comp. Gen. 521
employee to increase the entitlement to overtime (1951)) (reference (p)). The maximum excusal
pay. An employee shall not be paid Sunday pay time shall not exceed 4 hours except in unusual
or holiday pay for credit hours. Whether an cases. When an employee must travel a long
emph.1yee is entitled to night pay for credit hours distance, or when unusual need for recuperation
on the workday in which taken depends on the occurs, up to an additional 4 hours may be
rules for night pay. Credit hours shall be con- authorized.
sidered daytime hour; whenever possible. For
example, if an employee's schedule includes 051203. Closure of Installations or Activities.
daytime and nighttime hours, credit hours may Whei, Lroplyees are prevented from working

( be applied only to the daytime portion of the due to extreme weather conditions or other
schedule. An employee has the right to use se, -''re disruptions, administrative leave may be
earned credit hours, subject to the activity's granted.
authority to approve the time at whict, they may
be used (5 U.S.C. 6123(c)) (reference (b)). 0151204. Tardiness and Brief Absence. Excusal

for tardiness and brief absences is limited to
0.51006. There is no limit on the number of periods of less than I hour. The absence may
credit hours which may be accumulated during also be compensated for by additional work or
the biweekly pay period. Any credit hours may be charged against any compensatory time
worked in a pay period that exceed the 24-hour the employee may have to his or her credit or
maximum carryover must be taken during that may be charged to annual leave, LWOP (with
pay period, or they will be forfeited, the employee's consent), or AWOL.

0)511 TIME OFF AS AN INCENTIVE 051205. Renisteriny and/or Voting. Excusal
AWARD from duty for registering and/or voting in any

* w-4 election or referendum for a reasonable period of
0151101. Authorized by 5 U.S.C. 4502(e) (refer- time is authorized. Generally, employees are
Once (b)), a time-off award may be granted in excused from duty to permit them to report for
lieu of cash (5 C.F.R. 451.3011-451.307) (reference work 3 hours after the polls open or to leave
(I)). See subparagraph 031102.C. for additional work 3 hours before the polls close, whichever
information, results in the lesser amount of time off. Employ-

ees on flexible work schedules will be excused
10512 LXCUSED ABSENCE only for those hours which cannot be accom-

mnodated by their flexible schedules.
051201. General. Excused absence is an ab-
sence from duty, administratively authorized, 051206. Taking Examinations. This applies
without loss of pay and without charge to leave. only to exams given by or taken at the request of
Agency heads or their designces have authority the employing activity. Employees shall be
to grant excused absence in limited rircumstanc- excused, without charge to leave or loss (of pay,
es for the benefit of [he agency's mission or a for all examinatiow; required for converting to
Government-wide recognized and sanctioned career-conditional appointments or for required
purpose. The following are some of the more noncompetitive examinations within the same
common situations in which agencies generally employing activity
excuse absence without charge to leave. See
FPM Chapter 630, Subchapter Ii (reference (am)) 051207. Attending Conferences or Conventions.
and lXD 1409.25-M, CPM Supplement 990-2, Employees may be excused to attend conferences.
630.$11 (reference (u)). or convvntions when it is determined that the
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attendance will serve the best interest of the quired to return to duty if it would work a
Federal service. Excused absence of this type hardship on him or her. p
shall be limited to 5 working days per calendar
year. Such absences may be restricted to those 051304. Intermittent employees arc not eligible
situations in which the employee is an official for court leave (49 Comp. Gen. 287 (1969)) (refer-
representative of the organization involved or is ence (p)).
a contributor on the agenda. Employees shall
not be excused to attend conferences or conven- 051305. Nonexempt employees shall not have
tions of political parties or partisan political their pay reduced under FLSA (reference (n))
groups or committees. due to court leave for jury duty or witness

service during their regularly scheduled tour of
051208. RepresentingErmploeeOmanizatinkis. duty. The Comptroller General has determined
Representative leave hours shall be reported by that the court leave provision, 5 U.S.C. 6322
three separate categories. The categories are (reference (b)), provides authority to pay nonex-
,wgotiations, on-going labor and management empt employees the same pay as they otherwise
committees, and grievance and appeals. Absence would receive for their regularly scheduled tour
charged as representative leave may be subject to of duty in the biweekly pay period under FLSA
the prlvisions of local negotiated agreements (62 Comp. Gen. 216 (1983)) (reference (p)).
and/or supervisory appnrval.

05130)6. When an employee is called for court 0
0513 COURT LEAVE" service (as a witness or juror), the court order,

subpoena, or summons, if one was issued, must
051301. Employees are authorized court leave be presented to the supervisor as far in advance
with pay when summoned in connection to as possible.
serve as a juror, or as a witness in a nonofficial
capacity on behalf of any party in connection 051307. Employees who perform jury duty I 0
with any judicial proceeding to which the United service on behalf of:
States, the District of Columbia, or a State or
local government is a party. See 5 U.S.C. 6322 A. A State or local court are paid jury
(reference (b)). duty fees;

1151302. If an employee is on annual leave B. The United States or District of
when called for jury duty or witness service, Columbia government are not paid jury duty
court leave shall be substituted. No charge shall fees (5 U.S.C. 5537) (reference (b)).
be made to annual leave for the court service.

(151308. Employees who perform witness
051303. An employee who is under pnrper service on behalf of:
summon.'; from a court to serve on a jury should
be granted court leave for the entire period, A. A State or local government in a
regardless of the number of hours per dcly or nonofficial capacity are paid witness fees.
days per week he actually serves on the jury
during the period. Jury service for which an B. A private party in a nonofficial
employee is entitled to court leave does not capacity to which the United States, District of
include periods when the employee is excused or Columbia, or a State or local government is a
discharged by the court, either for an indefinile party are not paid witness fees.
period, subject to call by the court or for a
definite period in excess of 1 day. Therefore, an 051309. ' Fees received for jury duty and witness
employee may be required to return to duty or service performed in subparagraphs 051307.A.
be charged annual leave if excused from jury and 051308.A. cannot be retained by the employ-
service for I day or even a substantial part of a ee. The employee must submit fees received for -
day. The employee may not, however, be re- jury or witness service by money order or per-

sonal check to the employing activity. A certifi-
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cate of attendance from the clerk of the court the employee can keep the jury duty or witness
must also be submitted. The certificate shows service fee ,naid for the holiday.
inclusive dates of jury duty or witness service
and amount .-f fees the court paid to the employ- 051314. If an employee is called to jury duty on -V!
ee. The certificate of attendance should separate- a nonworkday, the employee may keep the fees
ly identify fees and allowances. Fees received by paid.
the employee are collected while allowances are
not. If the certificate of attendance does not 051315. Monies submitted for fees collected by
identify allowances separately, all monies are employees for jury duty or witness service shall
considered fees and shall be collected. The be accounted for on a DD Form 1131. Under 5
employee may keep reimbursements for expens- U.S.C. 5515 (reference (b)), the appropriation .aid
es received from the court, authority, or party accounting classification that paid the employee's
that caused the employee to be summoned and salary while on jury duty or witness service will
may keep fees that exceed the employee's com- be credited with these monies.
pensation for the days of service. An employee
serving on a jury in a State or local court who 051316. See Table 5-4 for employee absences for
waives or refuses to accept jury fees is still liable court or court-related services.
to the U.S. Government for the fees he or she
would have received. 051317. Fees not submitted in a timely manner

are subject to payroll deduction. Payroll deduc-
051310. Fees should not be paid for jury duty tiars to collect the fees will be made in the next
or witness service performed in subparagraph-s regular pay period.
051307.B. and 051308.B. However, if fees are
paid to an employee while serving in a nonoffi- 0514 MILITARY LEAVE
cial capacity, fees paid cannot be retained by the
employee. Such fees must be turned in to the 051401. General. Public Law 96-431 (reference 0
employing activity. An employee may keep (e)), as codified at 5 U.S.C. 6323.(reference (b)),
reimbursements for expense: received from the proviJes that effective October 1, 1980, military
court, authority, or party that caused the em- leave shall be made available to eligible employ-
ployee to be summoned. ees on a fiscal year rather than a calendar year

basis; unused military leave up to 15 calendar
051311. Employees who perform witness days shall be allowed to accumulate for subse-
service in an official capacity on behalf of the quent use; and eligible part-time employees, as
U.S. or District of Columbia Gowernment, a State defined by 5 U.S.C. 3401(2) (reference (b)), are
or local government, or a private party shall not entitled to military leave on a prorated basis.
be paid witness fees nor shall the time served as Employees with temporary appointments of I
a witness be charged to court leave or annual year or less, or intermittent work schedules are
leave. The time shall be recorded as official not entitled to military leave. Employees with
duty. If any fees are paid, they must be turned appointments exceeding I year are entitled to
in to the employing activity, military leave.

051312. Employees who testify in a nonofficial 051402. Recording Military Leave. At the
capacity on behalf of a private party to which beginning of each fiscal year (1 October) eligible
the United States, District of Columbia, a State, full-time employees shall be credited with 15
or local government is not a pa iiy are not enfi- calendar days of military leave. Eligible part-
tied to court leave. The employee must take time employees shall be credited with leave on
annual leave or LWOP. He or she is entitled to a prorated basis. The percentage is determined
the fees and expenses related to such witness by dividing 40 into the number of hours in the
s rvice. employee's regularly scheduled wormweek2 during that fiscal year. Any portion of the leave
051313. When a holiday occurs daring the time unused at the end of the fiscal year, not to
an employee is on jury duty or witness service, exceed 15 days, shall be carried forward to the
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next fiscal year. New eligible employee: and same pay as they would otherwise receive for
new members of Reserve components shall be their regularly scheduled biweekly tour of duty.
crerlited with the full 15 days (prorated if em-
ployed part-time) when entering vpon duty or 051407. Permanent or temporary indefinite
upon joining the Reserve unit. It shall not be employees who as Reserve or Natioial Guard
prorated for a partial year. members provide military aid to enifoce the law

or assistance to civil authorities in the protection
051403. Military Leave Charges. To substanti- or saving of life or property or the prevention of
ate leave charges, an employee is required to injury are also entitled to leave not to exceed an
submit a copy of the orders directing him or her additional 22 workdays in a calendar year as
to active military duty and a certified verification outlined in 5 U.S.C. 6323(b) (reference (b)). A
of attendance indicating completion of training copy of the orders and a certificate of attendance
duty upon return to duty from military leave, is required. Leave granted for these purposes
Military leave is charged on a calendar-day are charged in hours. The 22 workdays are
basis. No charge is made to nonworkdays at the c, tied to 176 hours. and charged on the same
beginning and end of a period of absence on b, as annual and sick leave. An employee
active military duty, but all intervening non- wo,' .ng an uncommon tour of duty shall have
workdays falling within the period of active thi-3 additional leave entitlement adjusted on a
military duty must be charged to military leave, pro rata basis (49 Comp. Gen. 233 (1969), (refer-
If an employee has separate sets of orders or ence (p)).
orders which cover separate periods of time,
with return to civilian status between the periods 051408. Employees who are members of the
covcred in the orders, military leave shall not be National Guard of the District of Columbia are
charged for the time the employee is returned to entitled to leave without loss in pay or time for
civilian status. Mii~tary leave may be taken each day of a parade or encampment ordered or
intermittently, a day at a time, or al at one time, authorized under title 39, District of Columbia I 0
regardless of the number of training session%. Code (reference (an)). This covers each day of

service, or a portion thereof, the National Guard
051 404. Effective Date of .Sepration for Mili- is ordered to perform by the commanding gener-
tary Duty. Before a Reserve or National Guard al. See 5 U.S.C. 6323(c) (reference (b)).
member is separated frorn civilian employment,
the member must be given the chance to use any 051409. Under the provisions (f 5 U.S.C. 5519
accrued military leave. If a member takes mili- (reference (b)), an employee's civilian pay is
tary leave and is then separated, the date the reduced by the amount (other than , travel,
separation is effective shall be the date the transportation, or per diem allowance) received
military leave expires. by the employee for military service as a mem-

ber of the Reserve or National Guard for a
0)5141)5. Pay Status Reou~red. A maximum of period for which he is entitled to leave under 5
31) days of military leave can be used in any U.S.C. 6323(b) ,or (c) (reference (b). Refer to
fiscal year. The military leave may be used subparagraph 080512. for further information.
during one or more periods of military duty
during the fiscal year. Employees can take the 0515 EDUCATORS LEAVE. See subpara-
full 15 days of military leave immediately at the graph 07021)1.M. for educators leave.
beginning of a fiscal year even if up t(, i maxi-
mum ot 30 days had been taken during tile prior 0516 SHORE LEAVE
fiscal year and even if the military duty is con-
tinuous (70 Comp. Gen. 263 (1991)) (reference 051601. An officer, crew member, or other em-
(p)). ployee serving aboard an oceangoing vessel on

an extended voyage may be granted leave of
0:51406. Nonexempt employees shall not have absence under 5 U.S.C. 6305(c) (reference (b))
their pay reduced under FLSA due to military and 5 C.F.R. 630.701-630.704 (reference (0)) at a
leave for training. Employees shall receive the rate not to exceed I day for each 15 calendar
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days of absence on one or more extended voyag- when the employing activi,.y is unable to grantes. An employee has an absolute right to use the shore leave before the roassignment.S
shore leave, subject to the right of the head oif
the agency to fix the time at which shoro. lcave? 051610. At the time of an emnployee's, Iransfer to
way be used. a pcsition at another emnployingý activity or

agency, accumulated shoreý leave shall be trans-
051602. Shore leave accrues for service by ferred if:
employees on an extended voyage. An extendedl
vo(yage must be at least 7 consecutive calendar A. He or she is entitled to shore leave
days long, including voyage-preparation time o!' in the new position~, and
board the vessel.

B. There -is no break in service.
* 051603. An employee earns shore leave at the

rate of I day ol( sbore leave for each 15 calendar 0517 HOMF LEAVE
days of absence on one or mnore extended voyag-
es. The master of the vessel will keep ii record 051701. Employees who met the requirements
of accrual and use of shore leave for each em- of 5 U.S.C. 6304(b) refevence (b)) for the accu-
p loy'ee. mulation of a nsw)ximlirl of J-- tiais of annual

leave earn home leave. Home leave is earned
051604. Civilian payroll offices shall accept fronm the day of arrival in a p-ost of duty outside
shore leave taken on tile timec and at~cYndaince the United States or on the dat'' of entrance on
report. duty when rccruite'A abroad, Etwulloycos earn 5,

10, or 15 days of leave ba.'e'3 en the criteria
05165. hor leae myKb granted during a established in 5 C.F.R. 630.604(,6 (reference (E).

4voyage at the request of thle emrPloyee. ,I:- Employeecs may be gre'ntet: homne leave after
emnployee muist submit the reques;t in wri-ing; if completion of a basýic servioe period oif 24 0
thle shore leave, is denied, the denial must be in months of continuou!;seni abroad. ThleIwriting, minimumn charge is I day Lind nmuliples thereof.

There is no n-axiimurn accuniol,'tien. Balances
051606. Shore leave is in adici.tion to anua shall be retained on the Sl; 1158ý, for future use.
leave. It ma'. be accumulated for future use Home leave is to be g~antud On~vy(during an
without limitation, employee's period ot servic'' iabr 'd, or within a

reasonable period, a'!, -,-tmn Erem service
051607. The minimum ellak-w-i for :;hkrv leeve i- abroad when it is conkompta lve that the employ-
I day. Additiono.l charges, are in whole days. cc will return to scrvie~ .ohroa'i i~liniediately or

on completion of an) assignmecnt in the United
0516018. Shore leave is. not included for lump- States (unpub. Comnp, 6vn. 1)cision, B-147031,

-- sumn leave paymnwit. Septembe-r 11, 1901, and February 5, 1962) (refer-3
ence (p)).

051609. Shorw leave Is forfeited if not granted.

M before: 051702. An employev is hidelted for the home
leave used when he (-1 !she fails to return to

A. Separation fromn tile service; or s;ervic;2 abroad after thle neriod Of 110T10 leave, orIiafter the completion oý an assig-nment in the
B3. Gificidl aSSiginlielit (OHIuRT HIM]for Uniied Siaius. Howeveil, a -u AIL Wit this in-

temiporary detail) to a pos lion in which, the debtedne~ss is not Yi-quimred wh-n INthe employee
eployee does not earn shore leave. To thc has completed not less than- 6 mnonhs' service in

extent ad minis Irdtively practicable, the employ- an assignment in the Ltn'le'l 'St~vs fiAlowving the
lo ig aCivity shall give an employee an opportuni- period of home ~'' ~ vgactivity
tv to use the shore leave to his or her credit detennines that th-, ni 9 m) return-

eitc' before the reassignment, or not later than was due to' compe~ifing persoa~al reasons of a
6 months after the date of the reassignmentf humanitarian or com'isý,'s''oitc mitu res uch as
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involving physical or mental health or circum- D. Brothers and sisters, and their
stances over which the employee has no control; spouses;
or the employing activity which granted the
home leave determines that it is in the public E. Any person related by blood or
interest not to return the employee to the over- affinity whose close association with the de-
seas assignment. Home lhave can only be used ceased was the equivalent of a family relation-
in the United States, Commonwealth of Puerto ship. See 5 U.S.C. 6326 (reference (b)) and 5
Rico, or a territory or possession of the United C.F.R, 630.801-630.804 (reference (1)).
States. See 5 U.S.C. 6305(a) (reference (b)) and 5
C.F.R. 630.601-630.607 (reference (1)). 0519 CONTINUATION OF PAY (COP)

AND OFFICE OF WORKERS' COMPENSATION
051703. Transfer and Recredit of Home Leave. PROGRAM (OWCP1 For information on COP
An employee is entitled to have the home leave and OWCP, see section 0312. See subparagraph
account transferred or recredited when he or she 050104.B. for proration of leave.
moves between agencies or is reemployed with-
out a break in service of more than 90 days. No 0520 FURLOUGH
lump-sum payment is made for home leave.

052001. General
0518 FUNERAL LEAVE

A. Use. A furlough action is the
051801. Funeral leave is granted to allow an placement of an employee in a temporary non-
employee to make arrangements for, or to at- duty and nonpay status on a continuous basis
tend, the funeral or memorial service for an (for exý. nple, 10 consecutive days), or a noncon-
immediate relative w:io died as a result of tinuous basis (for example, 1 day a week) be-

Si wounds, disease, or injury incurred while serv- cause of lack of work or funds or for other
. ing as r menmber of the Arr,ed Forces in a nondisciplinary reasons. An SF 50 must be * *

combat zone. ,ection 6326 of 5 U.S.C. (reference issued for furlough. Reduction-in-Force (RIF)
(b)) requires an activiy 'o grant an employee procedures under FPM Supplement 351-1 (refer-
funeral leave as is needed and requested, not to ence (ao)) must be followed to furlough an em-
exceed 3 workdays, without loss of or reduction ployee when the furlough will be for more thaI-
in pay, leave to which he or she is otherwise 30 consecutive days (or more than 22 workdays
entitled, or credit foi timw or service, and with- if done on a noncontinuotes basis), if caused by
out adversely affecting his or her performance or one of the reasons in FPM Supplement 351-1,
efficiency rating. The 3 days need not be consec- paragraph S2-3a(2) (reference (ao)), and is not in
utive. but if not, the employee shall furnish the accordance with preestablished conditions of
approving authority satisfactory reasons justify- employment.
ing a grant of funeral leave for nonconsecutive
days. Combat zone mearns those areas deter- B. Time Limit. An employee may be
mined by the President under the Authority (if 26 furloughed for up to I yoar. The ]-year limit
U.S.C. 112 (reference (z)). An activity may grant begins the day after the notice period (nds and
"funeral leave only from a prescribed tour of when the furlough beginF.
duty, including regularly scheduled overti-ic.
Immediate relatives are the following relative: of C. Exclusions
the deceased member of the Armed Forces: p

i. Placement in nonpay and
A. Spouse and his or her parents; nonduty status in accordance with preestablished

conditions o-f employment is not a RIF action,
B. Children, including adopted but is covered by the requirements in FPM

children, and their spouses; Chapter 340 (reference (am)).

C. Parents; 2. A furlough for 30 days or less
(or 22 wirkdays or less if done on a noncontinou-
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ous basis) is not a RIF action but is covered by A. Disabled veterans are entitled to
the adverse action procedures. LWOP if required for medical treatment under

Executive Order 5396, July 17, 1960.
0521 ABSENCE FOR MILITARY DUTY

8. Reserve and National Guard
052101. Whether an employee is placed on a members are entitled to LWOP if required to
leave of absence or military separation while perform military training duties under 38 U.S.C.
absent on military duty dopends on the authority 2024(d) (reference (ap)). See paragraph 052101.
under which he or she enters on military duty.
A member of a Reserve component who per- C. For limited periods, employees are
forms active duty for training or inactive duty entitled to LWOP if receiving injury compensa-
training covered under 38 U.S.C. 2024(d) (refer- tion under 5 U.S.C. Chapter 81 (reference (b)).
ence (ap)) musl be granted a leave of absence
upon request. Similarly, an employee is entitled 052203. LWOPgranted an employee may not at

to a leave of absence for the period required to a later time be converted to annual or sick leave
report for induction, enlistment, or to determine except in the case of administrative error, partici-
by preinduction or other examination the pation in the voluntary leave transfer or volun-
employee's physical fitness to enter the Armed tary leave bank programs, disability retirement
Forces under 38 U.S.C. 2024(e) (reference (ap)). and employee compen-ation cases in which
An absence to perform military duty under any claims are disallowed or when there has been a
other section of 38 U.S.C. (reference (ap)) should settlement or an order of an arbitrator, adminis-
ordinarily be processed as a military separation trative law judge, or Federal judge in an employ-
except during a period of war or national emer- ee dispute.
gency when the provisions of 5 U.S.C. 8332(g)
(reference (b)) have l,een explizitly invoked. In 052204. When the number of LWOP status *
this situation, all employees who enter on mili- hours in a full-time employee's leave year equals
tary duty will be granted a leave of absence his or her biweekly tour of duty (i.e., 801, 112, 144
unless an employee has applied for and received hours), the employee's leave accrual is reduced
a lump-sum credit under 5 U.S.C. Chapter 83. by an amount equal to the amount of leave (sick
See 38 U.S.C. 2021 et se . (reference (ap)); 5 •id annual) earned during a pay period. When
C.F.R. Part 353 (reference (I)); and FPM Chapter reduction of accrual is required during the last
353 (reference (am)), Refer to paragraph 051404. pay period in the calendar year for an employee
for additional information. in the 6-hour leave accrual category (entitled to

accrue 10 hours of leave in such period), leave
0522 LEAVE WITHOUT PAY (LWOP) accrual for that period shall be reduced only by

6 hours. When an employee has one or more
0522,01. LWOP is a temporary nonpay status breaks, in service during the leave year, include
and absence from duty g.ranted at the employ- all hours in a LWOI' status (other than nonpay
ee's request. Employee requests for paid leave status duing a fractional pay period when no
absence, such as annual or sick leave, when such leave accrues). When an employee's number of
absence converts to LWOP because of insuffi- LWOI' hours at the end of the leave year is less
cint leave available, are considered to be the than his or her biweekly tour of duty, the LWOP
requests for LWOP (FPM Chapter 630, Suhchap- hours are dropped,
ter 12) (referen'-e (am)).

0523 ABSENCE WITHOUT LEAVE (AWOL)
- (1052202. Authorizing LWOP is a matter of

administrative discretion. An employee cannot 052301. An absence from duty which is not
demand LWOP as a matter of right except as authorized or approved, or for which a leave
follows: request has been denied, is properly charged as

AWOL although disciplinary action mnay be
taken on the basis of AWOL (FPM Chapter 630,
Subchapter 12) (reference (am)). It does not
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necessarily mean that the employee has insuffi-
cient reason for requesting leave but that the
employee's presence was required and the
reason for requesting leave was one for which
approval is not mandatory. AWOL shall be
charged on the time and attendance report and
leave record for the exact amount of time the
employee is AWOL.

052302. When the number of AWOL status
hours in a full-time employee's leave year equals
his or her biweekly tour of duty (i.e., 80, 112, 144
hours), tne employee's leave accrual is reduced
by an amount equal to the amount of leave a
(annual and sick) earned during a pay period.
When reduction of accrual is required during the
last pay period in the calendar year for an
employee in the 6-hour leave accrual category
(entitled to accrue 10 hours of leave in such
period), leave accrual for that period shall be
reduced only by 6 hours. When an employee
has one or more breaks in service during the
leave year, include all hours in a AWOL status
(other than nonpay status during a fractional pay
period when no leave accrues). When ai,
employee's number of AWOL hours at the end * *
of the leave year is less than his or her biweekly
tour of duty, the AWOL hours are dropped.

0524 SUSPENSION

052401. Suspension is the placement of an
employee in a temporary nonpay and nonduty
status for disciplinary reasons. An SF 50 must
be issued for all suspensions. See 5 U.S.C.
Chapter 75 (reference (b)) and 5 C.F.R. Part 752
(reference (1)).
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Biweeky Pay Period Hlourlv Accruil Rate

Workdays Category 4 * Catego.ry 6 Category 8

I I 1 1

2 1 1 2

3 1 2 2

4 2 2 3

5 2 3 4

6 2 4 5

7 3 4 6

8 3 5 6

9 3 5 7

10 4 6 8

•This column may be applied for sick leave purposes.

I 0

Wp

' I

Table 5-I, Ieave Proratio~n for Fractional Pay Peo'iod•;
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If the hours available to an employee are insufficient to cover the hours used or requested, the
precedence for charging the excess is as follows:

lyrE: 11 ANN1JAI I ANNUAL RE'STt)REY]_ LEAVE JXYNAMID FMNATED REINSTATED
1014 lMI, LiMAE WIPI IPIAVIEW'IITH LEAVE WIT) OIJT LEAVF LEAVE LEAVE

USE C"R U!FF- OR NO USO (OLDEST PAY FUR F-OR
REQ MEFTED H DL6LOS ACCOUNT FAMILY EMPLOYEE

SIC LLV 3 6____ 4____ ___

--1IR 2 15 4

RSIORIDIl S 3

LEAVE.'

TRIAUM 11

MiIUTA2S' I 3 64

LEAVE I DELAW ENI OFd.i

MEMINT

I tiME LEAVE 2 r________

-, -- _ _ _ _- V- I 4

EIYINSIATII' 1 4 .1

CR13111 HOOUES5 I S3 4

Bill -MC iI
IlMI I Nil I~s 2 1 1 4

All rest .r... I levv .jcXltil hI I,IIIIDs Will lie used1 prilr Iii (vnvicrfirlg to a~ltEl~al kCAw

lh,-a]r' ,46 eerb; di-r UNy It, leave v w Ioul pay. Jaý Ulaic am al It-Ave 1Owl, is grandccl Itercd kept tint t~iullv.

110ccs 011 Vic:3 t Lj: di:t' p,;roh (1 t1-' kids Wit re',,ived notifitonIiu,f [t I%,? grantlifl 1 of the awanl wilhcin twot poy pen ri. d- (hlr Ilc sae

TFable 5-2, Conversion Matirix
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Full-Time Employees

Hours in excess of maximum accumu- Time limitation for use of reinstated leave
lation (end of leave year in progress after)

416 or less 2 years

417 -624 3 years

625-832 4 years

833 - 1040 5 years _

1041 - 1248 6 years

Part-Time Employees

Hours in excess of maximum accumu- Time limitation for use of reinstated leave
lation (end of leave year in progress after)

If 208 or less multiply tour of duty by 2 years
20% (I0N0 x 20% = 208)

209 - 312 multiply tour of duty by 3 years
10% (1040 x 10% 104) 0
313 - 416 4 years

417 - 520 5 years

521 - 624 6 years

Table 5-3, Time .itnitations for Use of Rvinstated Leave
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Government
Type of Absence Fees Travel

Expenses

Nature of Service Court Official Annual Yes

leave duty leave or No Turi No Yes*
LWOP Retain in to

agency

I. JURY SERVICE

A. U.S. or D.C. court X X X

B. State or local court X X X

II. WITNESS SERVICE

A. On behalf of U.S.
or D.C. Government X X X

B. On behalf of State
or local government:

1. Official capacity X X X

2. Non-official X x
capacity X

C. On behalf of a
private party:

1. Official capacity X X X

2. Non-official
capacity:

a. When party is
U,S,, D.C. or State
or local
government X X X

b. When party is
not U.S., D.C. or
State or local
government X X X

* - Offset to the extent paid by the court, authority or party which caused the employee to be summoned,

'rablc 5-4, Employee Absences for Court or Court-Related Services
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CHAPTER 06

MISCELLANEOUS ACTIONS (SPECIAL ACrIONS)

0601 UNEMPLOYMENTCOMPEN A.TION in 20 C.F.R. 609.21(b) (reference (w)) must be
FOR FEDERAL EMPLOYEES followed.

060101. General. The Secretary of Labor ad- 1. The civilian payroll office
ministers the Unemployment Compensation for shall provide wage information within 2 work
Federal Employees (UCFE) Program under 5 days of receiving the request. The civilian
U.S.C. Chapter 85 (reference (b)), and prescribes payroll office shall control and approve wage
egulations necessary to carry out its provisions, data furnished the civilian personnel office. A

See 20 C.F.R. Part 609 (reference (w)). Each file copy shall be maintained of all data fur-
Component has responsibility for the UCFE nished, for at least 2 years. At the end of 2
program within the Do)D. The civilian personnel years, it may be destroyed in accordance with
offices at all DoD employing activities have the General Records Schedule 2 (refern'ce (g)).
primary responsibility for UCFE management.
The civilian payroll office has the respontsibility 2. The central point of contact
to assist the civilian perronnel office by provid- for all UCFE matters is the civilian personnel
ing wage data needed to complete Department office. The civilian payroll office shall refer all
of Labor ES Form 931, "Request for Wage and State queries, telephone calls, and UCFE docu-
Separation Information" and any other informa- mentation to the civilian personnel office, For
tion within its control requested by a State, the example, if the State wants clarification of wage
Department of Labor, other Federal agencies, or data, the query must go first to the civilian
other DFAS offices. Stat Employment Security personnel office for control purposes. The I
agencies determine entitlement to compensation civilian personnel office shall then contact the
and the amount of benefits payable to unem- civilian payroll office for needed information.
ployed Federal civilian employees under the
applicable State unemployment insurance law. 060103. Base-Period Wagzes and Annual Leave
See 20 C.F.R. 609.9 (reference (w)). Information

060102. Civilian Payroll Office Responsibilities A. Base-Period Wages. State agencies
determine the amount and duration of unem-

A. The civilian payroll office must ployment compensation entitlement from the
report accurate wages to the civilian personnel amount of Federal employmen perfonned and
office to support an accurate State determination, gross Federal wages paid (or earned) in a 52-
Monetary information that can affect the claim, week base-period (1-year period specified by the
such as lump-sum annual leave payments and State law) which precedes the date of claim.
severance pay, must also be reported accurately. Some states may require 6 or 8 quarters ot

information to be reported. The civilian person-
B. The State agency prepares an ES nel office shall furnish the base-period to the

Form 931 from information gathered during the civilian payroll office when requesting wage
claimant's interview and tho employee's copy of information.
the SF 8, "Notice to Federal Employee About
Unemployment Compensation." Three copies of 1. Federal wages are defined as
the ES Form 931 are mailed to the appropriate allowances and pay in any medium (5 U.S.C.
civilian personnel office and a response must be 8501) (reference (b)). This includes all payments
returned within 4 workdays after receipt. If a for leave. IDo not report lump-suni payments for
response cannot be made within the time limits, annual leave and severance payments as I
the civilian payroll office must notify the civilian base-period wages. These items are reported
personnel office immediately and the procedures separately.
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2. Th:r amounts to be reported B. Lump-Sum Annual Leave and
as base-period wages arm gross wages before Severance Pay. Report these items separately
deductions for Social S-curity/Medicare, CSRS from gross wages (base-period wages).
or FERS, TSP, and Federal, State, and local taxes.
Gross wages include allowances and pay in any 1. If the employee r-ceived a
medium. L• no include expenses for official lump-sum payment for annual leave after the
busincss, such as taxi fares, other cost, per diem, beginning date of the base period, fu'-ist the
o'r mileage. Also, do not inciude payments f-,r following:
uniform allowances. The following shall be

included in gross wages: a. Amount of payment,
date(s) of payment; amount of annual leave

a. Foreign and nonforeign (days and hours); and period ef annual leave
ditterentials and allowance.. Exemption from (for example, from 0700, Jul, 3, 1992, to 1400,
Federal income tax does not exclude any such July 27, 1992).
item from gross wages for the purposes of
unemployment cormpnensation. 2. If the employee received or is

entitled to receive severancc pay, report this to
b. Payments for sick leave, the civilian personnel officc. States whose laws

These constitute wages in the period paid. require an offset of severaice pay against unem-
ployment benefits must be advised whether the

c. Back Pay. This includes former employee is receiving or will receive
wages paid during the base-per.od, even though severance pay. The civilian payroll office reports
earned prior to that period, a "yes" - "no" to the civilian personnel office.

The Staht agency obtains severince pay details
d. Salaries paid by the DDoD from the employee's copy of the SF ýD or ES

to reemployed annuitants. This is the amount Form 931, if appropriate. 0

equal to the difference between the salary of the
position and the annuity received. OPM contin- 3. If annual leave is payable, but
ue,; to pay the annuity. h3s not been paid, report "annual leave payment

due, but not paid," and provide details (period
e. increases in ratesof com- covered, amount of payment, when it will be

, pen-aion authorized by acts of Congress. Such paid) if known.

increases shall be reported as wages for the pay
period *n which paid. This is required even if 000104. Employees on LWOP. Upon the
the first payment covers a retroactive per.od. If civilian personnc) office's receipt of an ES Form
the base period begins or ends during !he pay 931, the nonpay status of an employee nust be
period in which this payment was made, the reported to the State agency. Upon reccpt of the
entire payment should be allocated to the seo.,nd ES Form 931, the ivilian personn'.el office shall

week of the pay period, report tCe employee on LWOP from (starting
date, through (ending date), and any other

3. Report wages the same way pertinent data, If the employee is in a ni, npay
the records are kept. Do not attempt to add or stat.ts for more than 30 days, the SF "0 explains
subtract wages earned by the employee for any the LWOI' status. For LWOP of 30 days or less, 0
days before the beginning of the quarter or the the civilian payroll office shzll furnish ti.is infor-
remaining days between the last payroll cutoff mation to the civilian personnel office
date and the end of the quarter. For example, if
the pay period ends March 28, do not add March A. The civilian per',,mnel office shall
29 through 31 to the wages reported for the indicate wlethb.Žemployees on LWOP are awavt.
January ]-March 31 quarter. ai) not teport ing OWCF for an on-the-job injury or disability
wages for periods other than, or in addition to, retirement,
those periods requested. If the claimant had no
bast-pureiod wigtes, so indicate.
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B. if an employet is awaiting an 3. Read "Unemployment insur-
OWCP determination, the State agency is respon- ance request for wages for 4 calendar quarters, b
sible for corlActing the OWCP for any necessary beginning (date), anc Aatement of reasons for
data it needs. syparation for (last name, first name, and middle

initial), (name under which employed, if differ-
060105. 13hc:kpaY Notification ent), (date of birth), and SSN."

A. If an employee is entitled to B. Prohibited Action-,. The civilian
backpay, the civilian personnel office shall deter- per-..nnel offic( or civilian payroll office shall
mine if the employee appled for UCFE witl-.n not send the ES Form 931 to the NPRC for
the last 52 weeks. If the employee applied for or completion. The State agency should not be
received UCFE, the civilian personnel office shall asked to obtain data from the NPRC. State
promptly notify the State agency of the date of agencies shall be adv. ed when the information
backpay payment, amount, and period covered. is being requested.
The State agency may be required to redetermine
benefits. The civilian personnel office shall C. Record Center Reply. A written
suspense it notification for State reply. If a reply wili be receivw] fom 'he NPRC. The
reply is not received in 60 days, the civilian NPRC will mail a photo copy of the individual
personnel office shall send a follow up. If no pay record to the civilian payroll office. The
answer to the follow up is received from the civilian payroll offic. shall furnish wage data to p
State in 30 days, request assistance for resolution, the civilian p,,rsonnel office un the basis of data

furnished in the NPRC reply. Upon receipt of
B. The DoD will not deduct from the the pay record, wage data furnished the civilian

backpay the amount of UCFE paid during the personnel office shall be compared with the pay
peiiod covered by the backpay. However, UCFE record. If an error is discovered, the civilian
must be deducted fro- backpay awards when personnel office shall be notified and it shall inp *
State law requires the employer, rather than the turn notify the State agency.
employee, to reimburse the State for overpay-
ments and when appropriate, the State agency 0602 UNEMPLOYMENT INSURANCE FOR
has determined that an overpayment has oc- CANADIAN EMPLOYEES
curred 3nd has notified the employing agency
(65 Comp. Gen. 865 (1986) (reference (p)). 060201. The Canadian Unemployment Insur- p

ance Program
060106. Obtaining Data From the National
Personnel Records Center (NPRC) A. The U.S. Government takes part in

the Canadian Unemployment Insurance Program
A. How Obtained. If records neces- for Canadianfs employed in Canada by the DoD.

sary to fu:.ish wage data to the civilian person- •
nel office have been sent to NPRC, they should B. U.S participation in this program
be obtained via the telephone or facsimile. Since began at the start of the first pay period after
this information is subject to the Privacy Act of June 30, 1956,
1974 (referemoce (e)), it must be handled in accor-
dance with the provisions of that Act. NPRC C. The civilian payroll cffice shall
gives prioity to such requests. The request follow the procedures in this section for unem- P
must: ployment insurance withholdings and contribu-

tions (or covered employees.
1. Be addressed to NPRC, Ill

Winnebago S . -et, St. Louis, MO 63118. D. Installations that eml Ioy or might
employ personnel in Canada shall requesi the

2. Clearly ident;fy the office fc-Ilowing publications from the nearest Unem-
sending the req iest. ployment Insurance Commission Office:
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1. 443C (Information Regarding b. Deductions for Canadian
the Bulk Payment Method of Making Contribu- Unemployment Insurance will stop at the end of
tions). the pay period in which notice of marriage is

received. 4r)

2. 651A (Workers Handbook on
Unemployment Insurance). c. Deductions shall start at

the beginning of the nex, pay period after notice
3. 651B (Employer's Handbook of divorce is received.

on Unemployment Insurance).
C. Refund of Deductions. If refund

If these publications are not available locally, of deductions is required, DoD installations will
copies may be requested from the Unemploy- refund only amounts totaling $1 or more.
ment Insurance Commission Office, Vancouver,
British Columbia, Canada. D. Retroactive Payments. The DoD

shall not make retroactive payments of deduc-
060202. Policies Governing DoD Participation tions to the Canadian Uncr p1loyment Insurance

Commission if the employee concerned has. not
A. Modifications. The civilian payroll given true information to the employing installa-

office shall follow procedures in UIC 443C; lion. This includes case!; that have been adjudi-
however, the following requirements do not cated.
apply to the DoD:

E. Audit by the Canadian lJnernplo•-
1. Standing deposit of I month'.; ment Insurance Commission. DoD's n'cords of

combined contribution; deductions, contributions, and remittances are
subject to -udit. The audit requirements can be

2. Application to operate on a met by sending copies of records of covered
calendar year basis. DoD installations will oper- personnel and irnsurance remittance docun'ents
ate on the basis of a payroll year which, for this to the proper District Audit Office. The civilian
purpose, will be a calendar year, and payroll office shall send copies of records 'e-

quired by Canadian authorities on request.
3. Remittance of contributions

and withholding by certified check. 060203. Amount of Contributions

B. Coverage A. Employee's Share. Funds shall be
withheld from the pay of aNl insurable employees

1. The civilian payroll office at rates set in UIC 651B.
shall use UIC 651B to determine insurable em-
ployment and earnings for withholding. Lxcep- B, Emp.lver's Share. The employer's
tions are in item 2 below, share shall equal the amount withheld from the

employees' pay on each payroll voucher. The
2. Contributions shall not he contribution shall be charged to the fund from

withheld for Canadian employees who aee which the employees' salaries are paid.
spouses of U.S. citizens employed by the DoD p
and for U.S. civilians paid from apiropriated 06)0204. D osi ion of Contributifns
and nonappropriated funds.

A. Payroll Collection. The employ-
a. The Canadian employee ce's and employer's contributions shall be made

must notify the civilian payroll office, through as a voucher deduction on the payioll voucher.
the civilian personnel office, of any change in For example, the accounting classificadion for the
marital status that affects insurability. DoD civilian payroll offices will be deposit fund

account 97X6875, 'Suspense, DPiartment of
Defense."
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WB. R!.-mittance to Canadian Unem- remitted for en. .yees affected by a mass

ployment Insurance Commission. The civilian tranfer.
payroll offi-e shall request a bulk payment
permit and information on deviation from remit- 4. Other Federal Agencies for
tance procedures from the Chief Coverage whom debts are being collected, e.g., Department
Officer, Unemployment Insurance Commission, of Veterans Affairs or Department of Education.
Ottawa 1, Ontario, Canada. An SF 1049, "Public
Voucher for Refunds,' shall be used to make the 5. Defense Manpower Data
biweekly remittance to the Commission fiom the Center (DMDC).
deposit fund account -X6875.

6. State and local taxing authori-
0603 MASS TRANSFER OF PAY AC- ties if the trarnsfer closes out the account.
COUNTS

7. The TSP recordkeeper at
060391. A mass transfer is the mcvw:rent of a NFC.
number of employee accounts from one civilian
payroll office to another, and the losing civilian 8. FEI-IB irturance carriers by
payroll office remains operational. Refer to preparation of the SF 2810 and SF 2811.
section 0105 for procedures concerning DoD
civilian payroll operations which are being 9. Losing liaison offices.
disestablished in accordance with consolidation
initiatives. B. The losing civilian payroll office

shall prepare employee substantiating document

060302. Requests for mass transfer or transfer files as stated in subparagraph 010504.B.1.
of payroll function must be sent, with justifica- through 4. Every effort shall bc made to transfer
tion, to the Director, DFAS. The IDirector, o; data electronically through automated conversion I -
designated official, must approve all such re- processes. llard-copy document_, original or
quests in writing. Thest actions may aiso be copy as appropriate, shall be forwarded to the
initiated by the Director to improve efficiency gaining civilian payroll office for the follow'ng
and economy of the payroll optration. even if the data has been transferred electronical-

ly:
06(1303. loA~sing Civilian Pavryoll OfficeResponsi-
bilities 1. Indebtedness to the U.S. Gov-

ernment. A copoy of documentation to support
A. The losing civilian payroll office current collections with the unpaid balance of

aff(_ý ted by the mass transfer motst notify all the debt on the transfer date and thet remittance
affected parties, receiving support. It is recoin- address.
mended that the:;e parties be notifl 'd at least 910
days in advance of the proposed 6-aiisfer but not 2. Form 668-W. Forward the
less that 45 days prior to the date of the actual original IRS tax levy showing the unpaid balance
transfer. Below is a list of affected paitties: on the transfer date.

1. Th,, civilian personnel offices 3. Court-Ordered Bankruptcy.
that provide suppoort to the employees being Forward the original court order and adden-
transferred. dums with balance due on tF-: current order oni

thc transfer date.
2. Each 11R District to vhbich

payments for tax levies are rensitted for employ- 4. Court-Ordered Garnishment.
ees affected by a mass Ira nsfer. Forwaid a c•py of the most current garnishment

;or iltuiony. :hild support and/or commercial
3. Each court to which alinmonv, ebt including addendums. If the garnishment

child support, and bankruptcy paymnwts arr
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"is for a set amount, furnish the unpaid balance 12. Stalementoi Annual Annuity
on the transfer date. Amount for Reemployed Annuitants. Forward

a copy of the SF 50 or other documentation to
5. NAF 401k Authorizations. support the collection from the employee.

Forward a copy of the authorization which
supports employee contributions lo an NAF 401k 13. OPM Form 1514. Forward all
plan allowable by the Portability of Benefits for OPM Form 1514 information, including unpaid
NAF Employees Act (reference (e)). balance and biweckly deduction, to reestablish if

there is an unpaid balance on the day prior to
6. Form TSP-1-NAF, "TSP Elec- transfer.

tion Form for Retroactive Contributions - NAF
Employees." Forward a copy of the TSP-1-NAF 14. Form W-5. Forward a copy
for any employee who is currently making of the Form W-5 to support payment of the
retroactive TSP contributions allowable by the advance earned income credit. If the transfer
Portability of Benefits for NAF Employees Act date is at the end of the pay year, do not transfer
(reference (e)). the Form W-5. A ncw Form W-5 must be sub-

mitted by the employee.
7. SF 1190. Forward a copy of

the latest SF 1190. 15. Severance Pay Authorization.
Forward a copy of the documentation for each

8. Foiir ThP-22. Forward a employee authorized and receiving severane
copy of all Forms TSP-22 which support TSP pay if not provided in the aitornated conversion
loan information, process. Annotate the document with the num-

ber of weeks remaining in the sevenince period,
9. SF 1150 and SF 1150A. Pre- ani the remaining severance pay to be paid. b 1

pare an SF 1150 in accordance with The Guide to
Processing Personnel Actions, Subchapter 21 16. Unprocessed Doruments.
(reference (aq)) to reflect all leave balances as of Forward originals or copies of all inprocessed
the end of the last pay period paid by the losing documents with future effective dates.
civilian payroll office. Prepare an SF 1150A for
the t'ansfer of donated leave. Forward the 17. COlP, Worker's Compensation

U original of the SF 1150/1150A to the losing and Buy Back of Leave. Forward copies offdocu-
civilian personnel office to be included in the mentation, if available, which support the pay-
OFF and forwarded to the gaining civilian ment of COlP and/or places an employee on
personnel office. After receipt in the gaining worker's compensation. Forward copies of
civilian personnel office, the SF 1150/1 150A will documentation to support buy back of Ieave.
be forwarded to the gaining civilian payroll 0
office. File a copy in the employee's substantiat- C. Complet, Final flay Period Pro-
ing doc1ument file. cessina. The losing civilian payrIIl (fficei iust

compJete processing for the last pay period for
101. LES. Forward a copy of the which it has responsibility for the employees

LES used to establish temporary leave balances affected by the mass transfer. Completion of
for recent employee accessions when an SF 1150 these actions will allow the employee's records 0
has not been received by the losing civilian to contain the most current information.
payroll office.

1. Compute and pr'cess final
II. Physician's Comnparability salary and other payments. Prior to processing

Authorization. Forward a copy of the service the final pay period, ensure that all time and
agreement (or equivalent) annotated with the attendance report%' and all docurnentltion fromn 6
unpaid balanct, as 1)f the ri iýrf',r dat;'. civilian personnel offices have becn processed.
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2. Reconcile and clear/remit any in subparagraph 050104.B. The following actions
deposit fund account for the employees affected shall be taken by the losing civilian payroll office
by the mass transfer. when payment for employees is made for 1

week. @ '--

3. Produce SFs 2806/3100.
a. All outstanding bond

a. SFs 2806/3100 shall be balances as of the date of transfer shall be han-
forwarded to OPM when the transfer is from one died in accordance with subparagraph
Component's to another Component's civilian 060303.C.4.
payroll office, or from a Ccnponent's civilian
payroll office to a DoD (code 97) civilian payroll b. All compensatory time
office. balances and credPl hour balances must be paid

if the employees' employing activity changes.
b. SFs 2806 shall be for-

warded to the gaining .ivilllan payroll office c. All percentage withheld-
wl,en the transfer is from a losing civilian pay- ings (retirement, Social Security/Medicare, ISP,
roll office within the same Component or be- Federal, State, and local taxes, etc.) shall be
tween DoD (code 97) civilian payroll offices. SFs withheld at tne correct percentage, based on the
3100 shall be forwarded to OPM. I week pay amount.

4. Bond balances shall be trans- d. All standard deductions
ferred and not refunded to tnL employees for a (heal.h beneh,, life insurance, dollar-based TSP,
transfer from a Component's civilian payroll union, etc.' shall be withheld at one-half the
office to the consolidated civilian payroll office regular amount.
and from one consolidated civilian payroll office
to another consolidated civilian payroll o,,ice, e. Garnishments and other *
Bond balances shall be refunded and not trans- inrvoluntarydeduct 'ons (child support, tax levies,
fetred whri the transfer is from: e(c.) shall be withheld at one-half the biweekly

amount.
,I; aa. Cvili:i payroll officer, of

the s.ime Corponent; f. There shall be no with-
holdings for savings allotments, savings bonds,

b. Civiiian trdAy' ell offices of charily, or other voluntary allotments.
different Conipor-nts; tnd

g. l'hre shail b~e ,no with-"C. Consolidated civilian holding for TSP hoa r s.

payroll offices to a C! oponent's civilian payroll
office, If the gaining civilian payroll office is to make

. the I week payment for einployees, items c.
5. Compensatory hours, reli- through g. above apply.

gious compensatory hours, and credit hour
balances shall be paid for all transfers from one 7. The losing civilian payroll
employing activity toanotheremploying activity, office shall make any retroactive adjustments

necessary for an employe- previouspy paid by 1
1). If a mass transw'r of employ- their office.

ces occurs involving thi payment of only 1 week
ot pay for the losing or gaining civilian payroll tlcW)30'.. Gairi g Civilian Payroll Offict Resixon-
office because of a change of pay period cycles, sibilities. The, gaining civilian p,'yroll office shall
deductions for health benefits and group life establish employee substatiiating . -ument files
insurance shl-l be made in accordance with wil'i the employee's SSN and nanmc.
instructions in sections i4NON and 0404). Leave
shall be credited in accordance with instructions
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0604 DOUBTFUL OR QUESTIONABLE priate office identified in paragraph 060401.
CLAIMS When payment is to be made by the rivilian S

payroll office, the claim shall be paid as pat of
060401. General. Under title 4 of the GAO the regular payroll.
Policy and Procedures Manual for Guidance of
Federal Agencies (reference (ar)) and Volume 5 2. Disapproved Claims. Claims
of this Regulation, claims are received on a not received through GAO which are disap-
continuing basis from present or former civilian proved administratively by the civilian payroll
employees for additional compensation for office shall be returned to the cl, imant with a
various reason%. All such claims must receive letter containing the basis for the disapproval. If
individual processing to determine administra- the employee appeals the disapproval, the claim
tively whether or not the employee is entitled to shall be forwarded to GAO via the appropriate
the amount claimed. If the claim relates to the office identified in paragraph 060401.
determination of an entitlement or similar matter
which is the responsibility of the civilian person- C. Documents. Generally, documents
nel office, it should be negoti.ited and document- required to suppori a claim 4re:
ed through the employing activity's personnel
channels. If the matter remains unsettled and 1. A letter of transmittal pre-
the employee wishes a GAO review, the civilian pared by the civilian payroll office, addrssed to
payroll office shall fully document the case, the appropriate office identified in par-agraph
including the review processes, and forward Ihe 060401. The following shall be included"
file to the Defense Debt and Ciaims Management
office of the appropritc DFAS Cen!er. a. The claimant's name,

SSN, address and agency or branch of service;
0604012. Procedures

b. A stathment of the
A. FilinW a Claim. Claims should be pertinent facts out of which the claim arose;

filed with the activity at which the individual
was/is employed during the period for which c. A, tatement ,f tne doubt
additional compensation is claimed. The claim or other reason for forwarding the claim;
shall be fully documented and sent to the ad-
di'ess identified in paragraph 060401. for all d. A recommendation for
claims related to civilian pay matters which the proler disposition of tie claim;
cannot be resolved at the: base or major corn-
mand/claimant level. e. A cilati,'n )o0 peilinent

supporting documents,;
B. Processimn Claims F

f. A statement ilat tile
1, Approved Claims. Claims clairn has rnot been a nd will not be paaid until

received by the civilian payroll office from the certified in thi namc of the Comnptroller General;
claiman• may be approved and paid when there
is no question of law or fact and the claim is g. A complete symbo)l
originated within 6 years from the date the right citation () ilte applicable appropriation or fund. 0
to payment accrued, provided the claim can be
-- approved promptly and paid in the full amnount. 2. A claim il•er suIn1uit1ud by
Any claim received from GAO, including those the claimant, legal representative, or other lawful
originally received by the offices identified in claimant. The letter includes nane, SSN, and
paragraph 060401. but forwarded to GAO for address of the claimant.
approval, shall be acted upon in accordance with p
instructions in the letter transmitting the claim to 3. The original and one cý,ty of
the civilian payroll office. Thtese claims shall be any supportinmg docunenilS. Ti'hs, doc Limnt-ls
paid only at the direction of GAO or the appro-
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include the following depending on the type of 060404. Claims Required To Be Submitted To
claim involved: GAO. The following classes of claims may not

be paid or denied administratively, but must be
a. Any pertinent vouchers; forwarded to the Claims Division, U.S. General

Accounting Office, Washington, DC 20548.
b. Any pertinent time and Th'ise claims are forwarded to GAO via the

attendance reports; (' ces identified in paragraph 060401. for adjudi-
cation unless otherwise specifically piovided by -

c. Individual pay record; low. See title 4, sections 5.1 and 7.1, of the GAO
Policy and Procedure- Manual for Guidance of

L. Certified copy of the SF Federal Agencies (reference (ar)).
1150;

A. Claims which involve doubtful
e. Certified copies of the SF questions of law or fact, except those under $25, •

050; and claims which have been the subject of an
advance decision of the Comptroller General, in

f. Transcript of serviý-e which case, a reference to tihe decision must
history; appear on tile voucher supporting the payment.

When a claim contains items which involve
g. Overtime authoriation.,; doubt, and items which the DFAS Centers can •

settle adrainistrati-,ely, only the doubtful por-
i. Leave applita tions, tions over $25 should be referred to GAO for

doctor's statement, etc,; settlement.

i. Other required docu- B. Claims, regardless of doubt, which
ment•. are required by statute, by regulation appearing S O

in other chapters of title 4 of the GAO Policy and
4. An unpaid voucher from the Procedures Manual for Guidance of Federal

civilian payroll offico, in original and the appnr. Agencies (reference (ar)), or by decision of the
priate number of copies, for all cases when the Comnnptroller Gen.-ral, to be settled by the GAO
amount may be due, including doubtful cases, before payment is made or denied.
One copy is kept or. file. The appropriate I -der- p
al, State, and local tax withholdings, life insur- C. Reclaims of items previously
ance, retirement, or Social Security/Medicare denied in an administrative review by the DIAS
deductions are to be indicated in the appropriate Centers, unless it is determined administratively
places on the vouch.'r. The employer's contribu- thaW the action taken was clearly in error and
lion to retirement, life insurance, and Social properly can be corrected by the DFAS Centers.
Security/Medicare, etc., art also to be indicated.
The complete accounting classification is to be D. Claims which appear to be barred
included, whether the recommendation is for or by the applicable statute of limitation at the time
againrst the c •im. of receipt for administrative review by the DFAS

C nters. If the statu'ory period of limitations
5. Itan attorney pnlsenLs a claim will soon expire, claimants shall submit their

for an employee, verification that he or she has claims directly to the Claims Division of GAO.
authority to act for the empl w.v,, e.g., a copy of In order to protect the interests of claimants,
a signed fee agreement, a letter from the employ- claims received as to which the right of paymentee or a du~y executed power of attorney, accrued 4 years or more before the dal- of

re,'eipt and which cannot promptly be appioved
ONA4d3. Payment. Claims that have administra- and in the full amount claimed shall immediate-
fivelv been determired correct by GAO are ly be reierred to the Claims Division of GAO, b
settled and paid by the ivilian payroll office. These claims shall be recorded in GAO, after

179

ow- 0 0 0 0 •- so•• I-•••



a

Volume 8, Chapter 06 DoD Financial Management Regulation

which they shall be returned for payment, deni- .
al, or referral back to the GAO for adjudication.

41)
060405. Advance Decisions. Requests for an
advance decision from the Comptrolle! General
of the United States shail be processed as pre-
scribed in Volume 5 of this Regulation. In 1
addition to normal submission channels pre-
scribed in Volume 5 of this Regulation, requests
to the Comptroller General involving the deter
mination of an entitlement or similar matter
which is the responsibility of the civilian person-
nel office shall be negotiated and documented
through the civilian personnel channels.
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CHAPTER 07

SPECIAL CATEGORY EMPLOYEES

01701 OVERSEAS EMPLOYEES ity's applicable inter-country agreements and
personnel regulations.

070101. The general pay provisions for GS
employees stateside aiso apply to GS employees 070103. Panama Employees
overseas. The DOD Civilian Personnel Manual,
(Do)D 1400.25-M), Chapter 592, "Overseas Allow- A. General. The wages for the Pana-
ances and Differentials" (reference (u)) authorizes ma Canal Employment System are approved by
and governs the payment of allowances and the Panama Area Personnel Board under S5
differentials to civilian employees of the DoD C.F.R. 251 (reference (av)). •
who are citizens of the United States and who
are located in foreign areas. The Department of 1. Transfer of Function
State Standardized Regulations (Government Pre-Treaty Employees. These are employees that
Civilians, Foreign Areas) (reference (t)) prescribe transferred from the former Canal Zcne Govern-
the eligibility requirements to be met by employ- ment to DoD activities in the Republic of Pana-
ees, the applicable rates to be paid, and the m4. They differ from the other types of employ- S
provisions to be observed in paying overseas ees by their leave entitlements.
allowances and differentials.

a. These employees accrue
070102. Foreign Nationals leave at the rate of 11 hours a pay period for 25

pay periods and 9 hours for the 26th pay peri-
"A. Authortv. The legal basis for od. If there are 27 leave periods in the leave S 0

setting ,ay for foreign national employees is year, no leave is accrued for the 27th pay period.
sue tion 408 of the "Foreign Service Act of 1980" Panama employees' leave is used for all purpos-
(P.L.. 96-465) (reference (e)) (22 U.S.C. 3968) es. The maximum accrual for the leave year is
(reference (as)). DoD Instiuction 1400.10, Emo- 284 hours. The maximum annual leave ceiling
ployment of Foreign Nationals in Foreign Areas (carryover) is 760 hours. When these employees
(reference (at)), delegates this authority to the are voluntarily reassigned to a D0 non-transfer -
Secretaries of the Military Departments, the of function office, they revert to the regular
Chairman of the Joint Chiefs of Staff, and the Federal employees' leave system.
Directors of the Defense Agencies for redelega-
tion to Service commands to establish salaries, b. Leave Balance upon
fringe benefits and related compensation matters Movement of Transfer of Function Pre-TreatV
for non-U.S. citizen employees. The DoD Manu- Emnloyees. When an employee described in
al for Foreign National Compensation (DoD subparagraph 070103.A.l.a. departs for ani as-
1416.d-M) (reference (au)) prescribes the proce- signment outside the Republic of Panama, the
dures and instructions for the development of employee is entitled to carry forward the balance
compensation programs for foreign nationals of leave credited at the end of the pay period
employed by the U.S. Forces in foreign areas, including the date the employee departs fur 'uch

asslgnmýent The annual leave carry forward a
B. Entitlements. Wage schedules for balance may not exceed a maximum of 760 hours

foreign national employees are established by the unless the employee has been authorized a
DoD Wage Fixing Authority based on locality greater balance (5 U.S.C. 6304(c)) (reference (b))
wage surveys or other available data as provided and (5 CTF.R. 630.302) (reference (I)). If any such
by the activity labor agreement between the U.S. balance is in excess of 240 hours and is reduced
Government and the government of the foreign as of the end of the leave year, the reduced B
country. The basis for salary determination and amount becomes the new carry forward balance.
deductions are contained in the employing activ-
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2. Pre-Treaty Employees. These . Each Panamanian is assigned
are employees hired before the October 1, 1979, two other numbers which are called Seguro, or
Treaty. Panamanian social security, and individual

personal, that are used for various reporting Jt;

a. Pre-Treaty non-U.S. purposes.
citizens are subject to CSRS (tn Medicare), FEH1B
and FEGLI. The FEHB plan is under the Pana- a. The Seguro is currently
ma Canal Area Benefits plan as officially listed a 7-digit number assigned by the Panama Social
by OPM (see paragraph 040808.). However, not Security Hospital System. It is assigned to all
all of these employees are under the FEHB. In local Panamanian and third country persons. It
1982, these employees were allowed to choose to is used only for hospital, health care and retire-
receive their health benefits from the Panama ment.
Social Security System or the FEHIIB.

b. The individual personal
b. When a Pre-Treaty non- number is a 5-or 6-digit number used by em-

U.S. citizen retires or separates, the retirement pboyers to pay into an employee's retirement
record goes to OPM. No identifying number is account and health care within the Panamanian
shown on the SF 2806, however, it is annotated Social Security System. This number is used in
with the statement "This is a non-U.S. citizen." place of the SSN to identify Panamanian foreign

nationals in the civilian payroll systems.
3. Post-Treaty Employees.

These are employees hired on or after October 1, C. Leductions. Panamanians; are
1979. They are not covered by the Department authorized it) contribute to the CFC, have union
"of Labor Workers Compensation Act, They are dues deductions, and participate in TSP. All
covered by Panama Social Security for on the job Panamanians are subject to the Panama income b
injury, tax and educational taxes.

a. Post-Treaty Panamanian. D. Dual Appoiniments. Dual ap-

are subject to Panama Social Security tax which pointments for Panama are governed by the
includes their health benefit coverage. They also same rules as other Federal emnployees, with the
have Panamanian life insurance, exception of the pseudo SSN. For Panamanians

a pseudo individual personal number is used in
b. Post-Treaty third country place of the pseudo SSN.

employees are covered under the Panama Social
Security System. E. FLSA. The FLSA does not apply

to civilian employees working in Panama regard-
4. Non-U.S. Citizen DoDDS less of citizenship. 0

Teachers. These employees are included in
section 0702. 070104. Canadian Employees

B. Identification Numbers. All non- A. General. Canadian national direct-
U.S. citizens are identified by tile Cedula num- hire employees receive compensation comparable
ber. The Panamanian Government uses this to that paid to Canadian Government employees
number for similar purposes as the Utnit, d States in the same locality and performing esscnitiaiily
uses the SSN. The Cedula number is assigned at the same work with relatively !he same degree
birtl )r when a foreigner becomes an official of responsibility.
resident of Panama.

B. Authority. DoD Directive 1400.6,
1. The Cedula nuinber may have IoD Civilian Employees in Overseas Areas

one or two alpha characters in several configura- (reference (aw)), and D)D Instruction 1 '0.10),
tions. This number is used to report Panamani- Employment of Foreign Nationals in Foreign
an income tax, Areas (reference (at)), contain the authority for
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the administration of foreign nationals, including 4. Work-Related Iniury or
Canadians. Illn•ess. Compensation for work-related injuries

or illness is covered by the FECA (reference (e)).
C. Entitlements-

D Pay. Salaries are based on rates in
1. Hours of Duty. The workday approved agreements between the Treasury

is 7 1/2 hours and the workweek is 37 1/2 board of Canada and the Public Service Alliance
hours. of Canada for Canadian Civil Service Employees.

The effective dates are the same as in the basic
2. Holidays. Canadian legal Canadian agreements. Pay is in Canadian

holidays are observed with no charge to leave. dollars on a biweekly basis.
If an emergency requires work on a Canadian
holiday, an additional day's pay is provided or E. Step Increases. Step increases are
the employee is given compensatory time off. made annually, until the top step is reached,
The following are the legal Canadian holidays: upon written certification by the supervisor that

an employee has demonstrated an acceptable
a. New Years Day (Jan 1); level of competence during the waiting period.

Certification is completed and forwarded to the
b. Good Friday (Mar-Apr); civilian personnel office for processing prior to

the effective date of the step increase. Step
c. Easier Monday (Mar- increases are effective at the beginning of the

Apr); first pay period following the effective date of
the anniversary.

d. Victoria Day (May 24);
F. Retroactive Pay. Retroactive pay

e. Canada Day (July 1); adjustments are made on the basis of agreements p

covering Canadian Civil Service employees.
f. Civic I loliday (1st Mon These adjustments are payable to employees

in Aug); separated during the retroactive period.

g. LAbor Day (1st Mon in G. Leave Without Pav (LWOP).
Sep); Aggregate periods of LWOP of more than HO

hours during the waiting period for a step
h. Thanksgiving Day (Oct- increase delays the increase. Extended periods

Nov): of LWOP also affect leave accruals.

i. Remembrance Day (Nov 1. Canada Pen.sion Plan. Emlployees'
11); contribulions to the Canada Pension Plan are

deducted from their salaries. The employer's
j. Christmas Day (Dec 25); contribution is paid by the U. S. Government.

and
I. Res!istered / Retirement l'ension

k. Boxing Day (Dec 26). Plan_. The U.S. Government pays an amount
equivalent to the employees' contributions up to

3. Absence and Leave. Sick a legal maximum of annual salaries.
leave is accrued at the rate of 4 1/4 hours each
pay period except for the la'st pay period of the J. Severance Pay. Employees are
leave year. l)uring the last pay period, 6 1/4 paid a lump-;uni amount according to the
hours accrue. [he total annual accumulation is following:
112 1/2 hour% or 15 days of sick leave.

1. La-Off. Two weeks of pay
for the first complete year of continuous employ-
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nment and one week of pay fer each additional 0. Awards. Canadian National
complete year of continuous employment with a employees are eligible for all awards generally,
maximum benefit of 28 weeks of pay. except quality increases.

2. Resignation. On resignation 0702 DEPARTMENT OFDEFENSE DEPEN-
with 10 or more years of continuous employ- DENTS SCHOOLS (DoDDS) EMPLOYEES
ment, one-half week of pay for each complete
year c. continuous employment up to a maxi- 070201. Teaching Position (TP) Pay Plan -
nmum of 26 years with a maximum benefit of 13 Educators
weeks of pay.

A. General. Title 20, U.S.C. 901-907
3. Retirement, On retirement, (reference (ay)), as implemented by DoD Direc-

when an employee would be entitled to an five 1400.13 (reference (az)), governs the salaries
immediate annuity or to an immediate annual and personnel practices applicable to educators
allowance had the employee been under the employed by DoDDS on a schoxl-year basis
Canadian Government Public Service Superannu- overseas. The pay and personnel practices are
ation Act (reference (ax)), one week of pay is implemented by policies and regulations issued
paid for each complete year of continuous em- by the Office of Dependents Education and the
ployment with a maximum benefit of 2. weeks DoD Education Activity. These policies and
(if pay. regulations differ considerably from those appli-

cable to other Federal civilian employees paid
4. Death. If an employee dies, under 5 U.S.C. (reference (b)) or other statutes.

one week of pay is paid to the employee's estate The ON)DDS educator salaries are authorized
for each complete year of continuos employ- under the TP pay plan and are earned during a
menw with a maximum benefit of 28 weeks of school-year (seasonal) work schedule and are / 0
pay, regardless of any other benefits payable. paid on a school-year or calendar-year basis,

depending upon the work schedule (i.e., 190- or
K. Ontario I lealth Insurance Plan. 222-duty days). A TP educator does not earn

Employees enrolled in the Ontario health insur- annual, sick, or home leave under 5 U.S.C.
"ance plan are reimbursed an amount equivalent (reference (b)). Normally, a TP educator is not
to the Canadian Government contributions under scheduled to work on recess days (including
the plan. Claims for reilnbursentint, :upported holidays) during the school yar, nor does a TP
by receipts, are submitled annually by the end of educator earn pay for recess days. biweekly pay
the calendar year. for a TI' educator is computed differently. A TP

educator employed by IA)DDS to instruct in the
L. Unemploymnnt Insurance'. The Junior Ruserve. Officer Training Corps JROTC)

U.S. Government contribute,; lhe amount equal program is compensaled under the provisions of
to that which would be paid by a Canadian 10 U.S.C. 2031(d) (reference (ba)). Pay practices
Government employer to the Canadian fund. and procedures unique to the TP employment
Emp•oyee contributions are deducted from their system and how it affects computation are
salary. More information on unemployment discussed in the following paragraphs.
insura nce for Canadian enmployees is in seclion
0602. 13. School Year Calendars

M. Canadian Income Tax. Employees' 1. The "school--year" for most TP
contributi(.ns are deducted from their salarietS. educe mr,1s consists of 190 scheduled working

(duty) (lays, including normally 183 days during
N. Occidental Life Insurance. Cootri- which classroom instruction occurs. Included in

butions are deducted from the salary al the the 1901 duty days is the time required before
employee's request. and after the dates school is in session when the

services of all (i a majority of the educators are
required to prepare for the opening and closing
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of school. As long as 190 duty days are required other nonduty days occurring during the school 31)
and not less than 175 days of work occur on year such as Thanksgiving Day and the follow-
classroom instructional days, the work schedule ing Friday when educators are not required to
may be adjusted after the school year begins work and are not charged leave. Each overseas -
with no resultant change in school-year salary. DoDDS regional headquarters shall submit a
Additional compensation is not authorized for copy of all applicable school calendars to the
make-up day.; required to meet the 175 class- servicing DFAS civilian payroll offices not later
room instructinal day minimum. Should work than 4 weeks prior to the first duty day of the -
beyond the 190 duty days during a given school new school year. Any changes to the calendars
year (August 1 through July 31) be required, an shall be submitted as soon as possible.
educator shall be compensated at the appropriate
daily rate as of the 191st working day. Should C. Work Schedules. All TP pay plan
an emergency preclude completion of a full educators are scheduled to work and take leave
school year at one or more schools, an educator in full or half-day incrementi . TI s, includes p
must be furloughed, separated, or the salary school-level administrators as well as substitute
continued until the full school-year salary has teachers. Sukstitutes performing certain itinerant
been paid. services, however, such as extra-duty type work

and tutoring in the home of sick students, may
2. The "school year" for a school accumulate time in half-day increments and be

principal and assistant principal consists of 222 paid accordingly. p
working (duty) days, including any time when
the services of a majority of educators at the- D. Salary Schedules. TP pay sche-
school are required. As long as the 222 duty dules are issued following completion of the
days are required and not less than 175 days of annual survey by the DoD Wage Fixing Authori-
work occur on classroom instruction days, the ty. Such schedules are typically issued in April
principal's and assistant principal's work sched- or May of the current school year. The TP p .
ule may be adjusted with no resulitant loss of schedules are retroactive to August 1 of the
school year salary. Addithonal compensation is current schooxl year (i.e., the prior calendar year).
not authorized for make-up days required to Until the salary schedules for the current school
meet the 175 classroom instructional day mini- year are issued, TP educator salaries are based
mum. Should work beyond 222 duty days upon the prior school-year salary schedules.
during a given school year (August 1 through Separate salary schedules are prepared for
July 31) be required, the principal and assistant educator, management, specialist, and adminis-
principal shall be paid the appropriate daily rate trator positions assigned to overseas school-level
as; of the 223rd working day. Should an enier- positions with school-year (seasonal) work
gency preclude completion of the full school schedules. Salary schedules are further differen-
year, the principal or assistant principal must le tiated by academic salary lane (i.e., Bachelor's,
furloughed, separated, or salary continued until Bachelor's 1 15, Bachelor's A 30, Master's,
the full school-year salary has been paid. Master's + 15, Master's + 30, and l-ictorate's;

degree), and step. Mos' T' salary schedules also
3. Each year before the school contain 14 annual stel-s and 4 longevity sleps.

year begins, each overseas DolDDS regional The following TP salary schedules exist:
headquarters prepares a school-year calendar for Duty
the schools within the region. The calendars Schedule Cate$ory Days •
may vary among and within the regions due to
local customs and holidsys. The calendars iden- A Substitutes 190)
tify the first and last duty days of the school B Junior Reserve Officers' 1901
year (i.e., duty days for educators and instruc- Training Corps lInstrutors
tional days for students) and the recess days for C Comprehen.sive Schedule for 190
educators and students. Recess days are days Educators and Specialists R
that educators art' in a nonduly and nonpay D Schedule for Guidance 19)
status. Recess days include Federal holidays and Counselors
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E Schedule for Social Workers 190 schedule may receive a longevity step increase (A)

F Schedule for School 190 (steps 15 through 18) provided he or she has
Psychologists been in a pay status at least 150 working days

M Schedule for Management and 190 during each of the previous four school years es
Education Specialist Positics a TP educator.

K School Principals 222
L Assistant Principals 222 c. Each half-time TP educa-

tor assigned to a 190-day school-year work •
Additional TP salary schedules are published for schedule may rece've a regular (annual) step
other categories of educators assigned to schools increase provided he or shehas been in a pay
in Panama. The gross amount of the retroactive status at least one-half of 150 working days
adjustment computed due to the new salary during each of the previous 2 school years. A
schedules is subject to applicable withholdings half-time TP educator may receive a longevity
(i.e., retirement (CSRS & FERS); Federal income step increase (steps 15 through 18) after he or
tax; Social Security/Medicare; state income tax; she has been in a pay status at least one-half of
etc.). Biweekly deduction amounts for basic and the 150 working day minimum during each of
addizional optionat FEGLI shall increase in many the previous 8 school years.
cases for TP educators who have elected those
benefits. TSP contributions shall also be adjusted d. Each full-time TP educa-
for participating educaiors who have elected to tor assigned to a 222-day school-year work
hwe a percentage deducted from their pay. For schedule may receive an annual step increase
FERS educators who are eligible, the TSI' basic (steps 1 through 10) provided he or she has been
one percent and matching employer contribution in a p-.y status at least 175 working days during
must also be adjusted. When applicable, foreign his or her last previous schoc.l year as a TP
post allowance also may be adjusted. The principal or assistant principal. * *
civilian personnel office shall send the SF 1190
data to the civilian payroll office for each affect- e. Each full-Ui -.e TP educa-
ed educator when allowance amounts change as tor assigned to a 190-day school-year work
a result of new TP salary schedules. When schedule is entitled to receive an annual step
applicable, foreign post differential shall be increase (or service credit towards a longevity
adjusted because it is computed as a percenfage step) for the last satisfactory year of service, plus
of base pay. an additional annual step (or- service credit) for

the first year of absence only, upon return to
"E. Daily/Biweekly Pay. See para- duty after successfu!ly completing a program of

graph 070203. regarding compensation (or TP study or employment of 1 or more years under
educators, principals and assistant principals, the Administrative Reemployment Right,; pro-

gram.

F. Step Increases

2. Effective Date. Step increases
1. Eligibility are effective as of August 1 of each school year

The effective date of a step increase is nk.I
a. Each full-time TP educa- changed by a promotion or demotion. Step

tor assigned to a 190-day school-year work increases shall be effective prior to when a be-
s•chedule ay receiva ulranal FYe prmiidtoin, or other movement be- I

increase (steps 1 'hrough 14) provided he or she comes effective.
has leen in a pay status at least 150 working
days during his or her last previous school year G. Late Arrival at Post
as a TP educator, Substitutes are not eligible for
step increases. 1. A TP educator newly recruit- b

ed from the CONUS is appointed with the

b. Each full-time TP educa- understanding that the educator shall serve for
tor assigned to a 190-day school-year work an entire school year (i.e., the 190 or 222 duty-

IKO
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day school-year work schedule) or a specified stance, the SF 50 dcia from the civilian personnel
part thereof and who, through no fault of the office notifies the civilian payroll office.
educator and as a result of transportation or
processing delays after selection for appoint- j. Durin Travel. While enroute
ment, arrives late at the post of assignment shall during a PCS between school years, a TP educa-
be administratively excused. This educator shall tor is in a nonpay status; therefore, basic corm-
be paid as if the educator had arrived on time pensation is not received.
and actually served during the lost time.

K. Work at More than One Post of
2. A TP educator, other than as Assignment. When a PCS is effected during a

described in subparagraph 070201.G.l., who school year, action shall be taken to ensure that,
arrives late at the post of assignment after the after working the scheduled duty days during
start of the school year shall not be paid for the the remaining pay periods at the new post of
working days occurring prior to the day of assignment, the TP educator will have received
arrival at the assigned post unless granted paid the full school year salary to which entitled. If
leave by the supervisor, the total of days actually worked during the

school year (to include paid leave) at both posts
H. Early Arrival at Post of assignment exceeds 190, the TP educator shall

be paid at the daily rate for any days worked in
1. A TP educator who arrives at excess of 190 days.

the post of assignment prior to the start of the
school year is not compensated for nonduty days L. Substitutes. A substitute shall
prior to the start of the school year. receive the flat daily rate prescribed in TP Salary

Schedule A. The minimum increment earned
2. A TP educator who is ap- and paid for substitute work is one-half day.

pointed to a temporary TP educator position to The daily rate for a summer school substitute
perform work prior to the start of the school teacher is provided in the TP Salary Schedule for 6
year shall be compensated at the educator's daily "Other Compernsation," and is two-thirds of the
salary rate for the prior school year (this salary regular substitute teacher rato ,stablished for the
is not subject to retroactive adjustment) for each prior school year (this salacy is not subject to
day of such work performed In such an in- retroactivw adjustment). For example, the prior
stance, the SF 50 data from the civilian personnel school-year rate for a 1993 summer school substi-
office notifies the civilian payroll office. tute teacher is published in the 1992-93 salary 0

schedules. The minimum increment earned and
I. Late Departure from Post paid is one-half day (one-third of the regular

substitute teacher rate).
1. A TP educator who is unable

to depart promptly after the end of the school M. Leave
year for personal reasons or because of circum-
stances beyond his or her control, (e.g., lack of 1. Accrual. Under 20 U.S.C. 904
available transportation) is not entitled to basic (reference (ay)), a TP educator (other than an
compensation for the period between the end of individual employed as a substitute) is entitled
the school year and the date of departure. to cumulative leave with pay. This leave is

identified as educator leave. When the
2. A TP educator who is ap- educator's school year includes more than 8

pointed to a temporary TP educator position to months of work, the educator shall be entitled to
perform work after the end of the school year earn 10 days of cumulative educator's leave with
shall be compensated at the educator's daily sal- pay. For 8 months or less during the school
ary rate for the prior :;chool year (this salary is year, educator's leave accrues at thie rate of 1 day
not subject to retroactive adjustment) for each for each calendar month worked or part thereof.
day of such work performed. In such an in- The full schoo' year accumulation of educator's

leave is credited to the educator's leave record
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when the school year begins (normally in Au- include summer school educator positions and

gust) or whenever the educator enter, on duty other temporary appointments.
(e.g., after the start of the school year). Should
an educator be separated for any reason before 2. Use
the school year ends, any leave credited but not
earned by the educator must be subtracted from a. Minimum Chaege. The
the individual's leave balance or if already used, minimum charge for educator's leave is one-half
a debt must be esi iblished and appropriate day, and additional charges are in multiples
collection aclion taken. thereof. An occasional absence from duty of less

than one-half day may be excused for adequate
a. Part-Time Educators. A reasons without charge to educator's leave, at the

TP educator who is regularly employed on a discretion of administrative authority. Leave
part-time basis earns leave in an amount propor- charges are reported to the civilian payroil office
tionate to the amount of time the part-time on the educator's time and attendance report. s
educator is rcgularly employed compared to full-
time employmen'.. b. Authorized Absences. A

TI' educator may use accrued educator's leave
Example 1: A part-time TP educator during the school year for:

was appointed to a part-time position for the full
school year. The educator is scheduled to work
one-half day on each duty day during the regu- (1) Maternity purposes;
lar school year. The educator is entitled to
accrue 10 half days (5 full days) of educator's (2) lllnessoftheeduca-
leave, tor;

Example 2: A part-time TP educator (3) Illness, contagious

was appointed to a part-time position for the full disecae, or death in the immediate family of the
school year. The educator is scheduled to work educator that requires his o? her absence;
each Tuesday and Thursday during the regular
school year. The educator is entitled to accrue (4) Any personal emer-
two-fifths (4 days) of the 10 days of educator':, gency; and
vhav" that would Ie earned during full-time

employment. (5) Any purpose. With
the appropriate advance notice and prior ap-

Example 3: A part-time TI' educator proval of the supervisor, not to exceed 3 days of
was appointed to a part-time position for the last educator's leave, in e givtn school year, leave
semnester (one-half) of the school year. The may be used for any purpý;se. Fducator's leave
"Pdocator is scheduled to work one-half day on used for any purpose may not normally be used
each scheduled duty day during the semester, during orientation week or the first or last week
The educator is entitled to accrue one-fourth (2.5 of the school year. An exception may bi! made
days) of educator's leave, when an educator has been accepted for ,nSoeducational 

program and must report prinr to
the end of the school y-ar.

b. Substitutes. Substitutes
are employed in TP po,.Iotions only oin a einpo- c. Summer Recess. Ac-
rary intermittent basis and are not entitled to crued educator's leave nma r not be used during
earn leave, any summer recess educator ap•,,;ntne't. An

absence during a summer recess appointment i,;
c. Summer Recess Appolint- without pay.

ments. Leave is root earned during summer
r,cess period appointments it TP positions, to d, Nonwork Days. Satur-

days, Sundays, regularly scheduled holidays

_________________________________
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(inciudinm U.S. holidays and host-nation holi- schedcu]l K and L educator positions on October
days) and other administratively authorized 11, 19t7.
nonwork days are nol days of leave. Sec 20)
U.S.C. 904(h) 'reference (ay)). Therefore, a TP 6. Transfer and Recredit
rd-icator who Is in a nonpay s~atus immediately

61*preceding and following a scheduled holiday is a. When a TP educator is
not charged LWOP for the Sunieduled holiday, separated from a DoDDS TP educator position

and is reppoinated in another DoDDS position
3. Advance. Under unusual cir- with a break in service of no more than 3 school

cumnstanccs, 30 days of educator's leave (above years, his or her educator's leave account is
the amount already credited for the current certified to the employing agency for credit as
school year) may be advanced to an educeator for sick leave on the SF 1150.
use on any scheduled duty day within the school
year. Such advance is subject to subsequent b. When a T11 educator is
earning of educator leave, or repayment upon separated from an educator position and is
separation for leave advanced but not earned, reappointed to a POSition sublect to another leave
R.-quests for up to 10 days oif advance educator act wi~thout a break in servico, his or her leave
leave may be, approved by the immediate su- account is certified to the emiploying agency for
pervisor. Requests in exces,ý of it) days of ad- credit in accordance with 5 C.F.R. 630,501 (refer-
vance educator leave must be submitted to the ence (1)),
district superintendent or regional director, as

'~Iappropriate. Approved requests are then suab- C. if a ITP educator accepts
mitted to the civilian payroll office by the ap- temporary employment with the Federal Govern-
proval official. ment in a nori-TP educator position during a

summer recess, the! I' educator's leave account
4. Leave Without Pay' 0M.OP'Y shall not be transfi%? d to the leave account of. o

Up to 3 days of DWOv may be requested by a tlw- ,umnler posit'on. Any sick leave earned
TP educator and approved by the immediate during the temporary sumnmer employment shall
supervisor. LWOP requests in excess of 3 days be credited and ifny unused sick la aac'-1for TP educators bul less than 30 days may be shall beý tran.ferred to the educito-'s leave
approved by the district. superintendent or account when the educator returns lo duly hi hiq
director. LWOI' requests of 30 days or more regular TPI educaloy position.
may bev approved by the reg;ional director.

7 ioquidal ion Upoil Swparntion

5. Cnvesio u. Any anrnual icavt- earned

a. A TI'educalor is, cred ited tinder ;Idifferent Icavv systemi and] ii-maiining to
with sick leave to his! or hi'r credit iinmediitely the credit 0f;a 11' educator upon eeparation shall
prior to thle effcctivc date of his or her conver- be liquidated by it lumip-sum payment in accor

Ashin, transfe.r, promotion, or reappointment to a dance with 5 U.S.C. 95551 (reference! (b)) and 20
TP educator position. ! hwevver, he or she must U.S.C. 904(f) (refe-rence (ay)).
be an emiployee of the Federol Government or
the miniicipal gVrI1ItOflDsicofb. Educator's leive earned
Columbia, and be transferred without a bre~ak in by a TI' educator or included in the uducatoi's
secrvice, from a position undera( ifrn ev leave balance per subpanigraph 070201.M.5.ii.,
system to a 11' educator position. Sick leave sc may not be hiaLuidaled upon s-eparation through
credited 4s included in the educator's balance oif lump-sumr payment.
educator's lea% e.

H. Sabbatical Leave. Year-long
b. Annual leave is not education leave atl bad pay (sabbatical ieave)

c-udited, except for educator,, who were initially mlay be authorized for a DoDI)S educator ap-
conv.'rlud from GS! GM flositions; to IP salary pointed to a I'l pos-it inn for- educational purpos-
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es, when the course of study is detennined to be day) may span to 22 pay periods, with approxi-
,ppropriate by the regional director. An SF50 is mately 213 days, Monday througn Friday, be-
not required. However, the approved request tween the educator's first and last duty day of
for iraining should reflect that the educator will the school year. Thus, there are typically 21 full
be in an LWOf' status one-half of each day pay periods, plus 3 additional days in the 22nd
during the year-long period, pay period in a given school year.

a. Benefits and Entitle- B. Summer Recess. During the sum-
ments. Educators granted sabbatical leave at half rner recess period while school is not in session,
pay shall continue to receive life insurance and nonadministrative TP educators are ordinarily in
health benefits coverage in the same manner as a nonpay status. No SF 50 is required to place
if they were in full pay status. Retirement educators in a nonpay status or to return them to
contributions shall be deducted for only one-half duty status at the beginning of the following
year, however, the educator is entitled to a full school year. Educators who are returning to
yeai's credit for retirement. Educator leave is duty for the following full school year are enti.-
not earned, nor should it be deducted (i.e. used) tied to have living quarters allowance payments
fronm the educator's leave account during the continued during the summer recess period, in
traininig period. Any pay step increase which accordance with the DSSR (reference (t)), al-
would have been authorized should be granted though in a nonpay status. Civilian payroll
as if the educator had worked a full school year. offices, however, retain such educators in a pay

status during tlhe summer recess solely to facili-
h. Pay-statun Reporting. tate payment of living quarters allowance. The

lit educator's work schedule should not Department of Defenrse Education Agency
change. Therefore, the time and attendance (D)DEA) Personnel Center will notify the servic-
rqpolrt for each pay period should reflect that the ing civilian payroll office of any change (e.g.,
educator is in a LWOP status one.-half of each transfer, resignation, retirement, etc.) in the
d.,V. status of IoDDS educators.

N. Allowances and Differentials. 070203. Compensation
Entitlement of a TI educator to Government
quartleIr, cosl-orf-living allowance, and post A. The 19041)waSchool Year Educa-

* differential is deteimined in accordance with the tors
DSlR (reference (t)), and DoD 1400.25 .M (refer-
ence (u)). A IT educator employed as a substi- 1. Daily/Biweekly Ralh. A pay-
lute is not entitled to CUovernment quarters, ment imethod that provides for a uniform bi-
quarters allowance, cost-of-living allowance, post weekly payment during the school year has been
differetnial, or storage of household goods. adopted for TP educators assigned to a 190} duty

day schedule. This method provides for.consis-
07(0202. iPay Status during School Year and tent biweekly pay amounts throughout the year.
Sumner Recess OCtherwise, the seasonal work schedule of a TI'l

educator, in conjunction witi the recess periods,
A. School Year. A TI' educator's would cause varying amounts of pay to be

school year consists of 190 duty days. ln most received during each pay period of the school
"ov erseas locations, these duly days fall on days year. It must be recognized that a Tl' educator
during the normal work week (i.e., Monday earns pay at a rate which diffes from the rate
through Friday). However, a TI educator does used to payout tlithe salary. The following musl
not work ever)I Monday through Fi-day during be understood to compute a TI' educator's pay:
the scih(o)l year because of nonduty days during
recess periods (i.e., Thank:,;giving, winter and a. Duty Days = 190. This is
spring,. recess; Federal holidays; and certain host- the actual number of duty days and is the stan-
nallionl holiday.;). As a result, the school year dard divisor used to determine a TP educator's
(i.e., trom the edtcwator's first through last duty daily salary rate, or "190(-lRaai."

l 90
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b. School-Year Days =Duty 3. TP Educators BeginnH,. Work
P Days t Monday through Friday recess days. After S'art of School Year. When a TP educator
This is the total number of days (Monday is appointed after the s-'1ool year has begun, the
thirugh Friday) falling within an educator's first educator's school year salary must be adjusted
to last duty day during the regular school year. based upon the number of actual duty days re-
Thus, in addition to the 190 actual duty days, the maining in the school year that the eJucator is
s.hool-year days also includes all nonwork scheduled to work. This means that the number
re-ess days (Monday through Friday) during the of remaining actual duty dys must be counted.

regular school year. Recess days are those days The educator's daily salary rate (190. Rate) is then
5uch as Fcderal holidays (e.g., Labor Day) and multiplied by the number of scheduled duty
school recess days (e.g., spring recess) when (ays remaining in the school year to obtain the
educators are not scheduled to work. For most educator's adjusted school-year salary entitle-
school years, the school-yrar days will equal 213. ment. To determine how the adjusted school-
The school-year days is used to determine an year salary shall be paid out in urnform install-
educator's school-year rate, or "213-Rate," The ments during the remaining pay periods, the
school-year rate is obtained simply by dividing adjusted school-year salary is then divided by
the school. year salary by the number of school- the number of schoel-year days remaining in the
year days published on the regional school-year school year to arrive at the adjusted daily school-
calendar for the school it) which the educator is year rate. Use the following fornula:
assigned. The school-year rate is the daily rate
used to provide a uniform payment for each bi-
weekly pay period. This rate is multiplied by 10 a. 19(-Rate x duty days m
days to arrive at an educator's biweekly base adjusted school-year salary
pay aniount.
pay anib. Adjusted school--year

c. Foreign Post Allowance salary - ,;chool-year days -_ adjusted school-year S O
/COLA Days = Sychool-Year Days i weekelnd rate
days. This is the total number of calendar days
elapsed during the school-year calendar period. c. Biweekly base pay
The numnblr of foreign post allowance/COL.A adjusted school-year raie x 10 days
days is used to determine the "COLA daily rate"
used to compule the biweekly amnount paid for Example of an educator who reports for work S
COLA in those areas where applicable, after the beginning of the school year: An

educator would receive a salary of $38,0X)0 for
2. Reducing Pay for Absences working a full school year (i.e., 190 duty days).

Withoat Pay. Computing a I'l educator's pay The educator would have a 190-Rate (daily
using the school-year rtae (see subparagraph salary rate) of $200.10 ($38,000!/190). This salary
01711203.A.1.) provides for uniform pay amounts normally would it' paid out over 213 school-year 1
each pay period but is not truly accurate wihen days. The educator in this example begin~s work
periods of non-paid absence are involved. For on October 1. Because of the educator's late
periods of non-paid absence such as LWOP 0r start, 23 actual duty days (August through Sep-
AWOL, an educator's biweekly pay must be tember) will not be worked. The school-year
reduced by 1 / I )th of the annual salary fo each calendar indicates that 167 actual duty days
,scheduled duty day that the educator is in a remain to be worked Juring the school year.
nonduly/tnmpay status (i.e., for each scheduled Thus, the adjusted salary entitlement would be
duty day not worked and not in a paid leave $33,400 ($200.0X) X 167). To dete-rmine how the
status). Because an educator does not typically adjusted $33,4NX) school-year salary will be paid
work on Federal holidays or recess periods (e.g., out, the remaining school-year are identified. In
spring break), the educator's pay is not reduced this exan.ple, 186 school-year days remain. The
when lie or she is in a nonpay status before or adjusted school-year salary -: school-year days
after a Federal holiday or recess day. provides: $33,400 18148 :1,177.66. The biweekly
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base pay equals the adjusted school-year rate be understood to compute a principal's and KX)

multiplied by 10: $177.66 X 10 = $1,776.60, assistant principal's pay:

4. TP Educators Separating a. Duty Days = 222. This is
Before The End of The School Year. When a TP the actual number of duty days and is the stan-
educator separates (i.e., resigns, retires, or dies) dard divisor used to determine a TP educator's
before the school year ends, the educator's daily salary rate, or "222-Rate."
school year salary must be adjusted based uponb
the number of actual duty days that the educator b. School-Year Days. This
worked, This means that the number of actual is 260 days per year and is the total number of
duty days worked must be counted. The daily days (Monday through Friday) in a calendar
salary rate (190-RIte) is then multiplied by the year, inclusive of the 222-duty days. Thus, the
number of actual duty days (including any days school-year days figure includes days that fall
in a paid leave status) to obtain the educator's within, as well as outside of the school year.
adjusted salary entitlement. Use the following The school-year days also includes all nonwork
formula: recess days (Monday through Friday) during the

regular school year. Recess days; are those days
190-Rate X duty days = adjusted school-year suL Ii as Federal holidays; (e.g,, LAb•or Day) and

salary school recess days (e.g., spring recess) when
principals and assistant principals are not nor- S

Example of an educator who separates before the mally sc!:eduied to work. The schnol-.year days
end of the school year: An educator receiving a is used to determine a principal's and assistant
school-year salary of $38,0R1) would have a 190- principal's school-year rate. "Tlhe school-year rate
Rate (daily salary rate) of $2001.00 ($38,000/190). is obtained simply by dividing the school-year
This salary normally would be paid out over 21 salary by 260, The :;chool-year rate is the daily
full and I partial pay periods. Should the educa-- rate used to provide a uniform payment for each
tor resign after working only 120 of the sched- biweekly pay period, ThiN. rate is multiplied by
uled 190 duty days in the school year, the adjust- 10 days to arrive at a principal's or assistant
ed salary entitlement would be $24,0(1) ($200.00 principal's biweekly base pay anmount,
X 120). Any difference between the adjusted
salary entitlement and the salary actually re- c. Foreign Post Allow-
ceived to date must be reconciled, ance/COLA Days ý 365 (360 during leap year).

B. 222-Day School Year Administra- 2. Reducing Pay for Absences-
tors Without Pay. Computing a principal's or assis-

tant primicipal's pay using tih, school-year tale
1. l)aily/ liweekly Rat_. Be- provides for uniform I-Ay amnounts each pay

cause of the longer 222 duty-day work year for period but is not truly accuralte when piriods of
,iI' educators in principal and assistant principal nonlpaid absence are involved. For periods of
Position,;, the mnethod used for payment is nonipaid absence such as LWOP or AWOL, a
different from that used for other TP educators, principal's or assistant principal's biweekly pay
Simply stated, the school-year salary is paid over must be reduced by 1/222nd oif the annual
26 pay periods. [his, in turn, provides for salary for each scheduled duty day that the
uniform biwooki yrvnyontwn. throughout the year. principal or assIstlnt principal is in a
Otherwise, the seasonal work schedule of ;a nonduty/nonpay status (i.e., for each scheduled
principal and assistant principal, in conjunction duty day not worked and not in a paid leave
with the recess periods, would cause varying status). It must be noted, however, that as long
amounts of pay to be received during each pay as 222 full duty days an, worked (to include
period over the 222 duly day period. As TI' days in a paid leuve status) during the August I
educators, principals and assistant printipals through July 31 period, including not less than
earn pay at a rate which differs from the rate 175 days during which classroom instruclion is
used to pay out the salary. The following must in session, a principal's and assistant principal's
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work schedule may be adjusted after the school principal's late start, it will be possible to work
year begins with no resultant change in salary. only 189 actual duty days by July 31. Thus, the
Because a principal and assistant principal does adjusted salary entitlement would be $47,250
not typically work on Federal holidays or recess ($250.00 X 189), To determine how the adjusted
periods (e.g., spring break), a principal's and $47,250 school-year salary shall be paid out, the
assistant principal's pay is not reduced when he remaining calendar year days, Monday through
or she is in a nonpay status before or after a Friday, are identified. In this example, 228
Federal holiday or recess day. school-year days remain. The adjustment is:

$47,250 + 228 .- $207.24. The biweekly base pay
3. School Principals and Assis- equals the adjusted school-year rate multiplied

tent Principals Beginning Work After Start of the by 10 ($207.24 X 10 ý $2,072.40).
School Year. When a principal or assistant
principal is appointed after the work year has 4. School Principals and Assis-

commenced, .nd the principal orassistant princi- tant Principals Separating Before End of School
pal will not work 222 full duty days before July Year. When a principal or assistant principal
31, the principl's or assistant principal's salary separates (i.e., resigns, retires, or dies) before the
must be adjusted based upon the number of year ends, the school-year salary must be adjust-
actual duty days scheduled for thle year ending ed based upon the number of adual duty days
on July 31. This means that the number of that the printcpal or assistant principal worked.
remaining actual duty days must be counted. This means that the number of actual duty days -
The principal's or assistant principal's daily worked must be counted. The daily salary rate
salary rate (222-Rate) is then multiplied by the (222-Rate) is then multiplied by the number of
number of actual duty days remaining in tile actual duty days (including any days in a paid
year ending Ju!y 31 to obtain the adjusted leave status) to obtain the principal's or assistant
school-year salary entitlement. To determine principal's adjusted salary entitltmtent. Use the
how the adjusted school-year salary shall be paid following formula:I 0
out in uniform installments, the adjusted school--
year salary is then divided by the number of 222-Rate X duty days - adjusted school-year
calendar year days, Monday through Friday, salary
remaining in the year ending July 31 to arrive at
the adjusted daily calendar-year salary rate. Use ixample of a principal or assistant principal who
the following formula: separates before the end of the school year: A

principal receiving a school-year solary of
a. 222i-.ate X duty days $55,500 has a 222-Ratet (daily salary rate) of

adjusted school-year salary $2910.00 ($55,500 :- 222). This salary normally
would be paid out over 26 pay periods. Should

1). Adjusted school-year the educator resign after working only 120 of the
sale, y -- school-year days : adjusted school-year scheduled 222 duty days in the school year, the
rate adjusted salary entitlen~ent would be $30,0001

($2,50.01) X 120). Any difference between the
c. Biweekly base pay adjusted salary entitlement and the salary actual-

adjusted school-year rate X (10 ly received to date must be reconciled.

Example of a Fschool principal who reports for C. lPremium Pay, Suday Work and
wL)rk after the beginning of the school year: A Holliday Work
principal would receive a salary of $55,5l001 for
working a full school year (i.e., 222 duty days). 1. A TI' educator is not eligible
T'hle principal has a 222-Rate (daily salary rate) of for overtime pay or compensatory time off.
$Z50.01) ($55,501; :- 222). This salary normally
would bxe paid out in even payment,; over 26 pa 2. A TP educator appointed to S
periods. Tl, ' principal in thi example begit ; a d19o0day school-year position whost' tvgular
work on September 15. Because of thle work schedule requires work on a Sunday is
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cent of the 190-Rate (daily rate). Premium pay is year, a temporary appointmenrt between the 2

not authorized for TP educators appointed to schok,, years is similar to a return to duty and
principal and assistant principal rositio~s. the appointment is exemnpt from the dual pay 4

pniovisions of 5 U.S.C. 55.33(d)(7)(b) (reference1
3. A TP educator whose regular (b)). The appointme~nt ik not subject to CSRS,

work schedule requires work on any of the FERS, or FEGLI.
following holidays is entitled to basic pay, Plus
premium pay at a rate equal to the 190-Rate F. Foreign Post Allowance
(daily rate):

1. Daily Rate. The amount of
a. New Year' Day, January foreign post allowance due oin eligib~c TI' educa-

I or obsKervcd day; tor is based uponl the educator's SChool-year
salary. The full annual amiount is payable over

b. Dr. Martin Luther King's the period of the school year, A TP educator
Day, third m -nday in January; employed onl a 222-duty day work schedule (i.e.,

school principals and( assistant principals) re-
C. Washington's Birthda~y, ceives a foreign post allowan1ce oil hle samlebasis

third Monday inl February; as GS employees (i.e,, onl a valctndar-year basis).
I lowever, to pay foreign piOS J1Oallownc to a ITI

d. Memorial Day, last Moll- educator onl a 190-day work s;chedule, a different
day in May; daily rate is used because (if tile shorter school

year. Toi determint, the foreign post allowancec
C. Indepinencoii Day, July daily rate or101''l edc Jo S A5.g1d to 1 9U-duty

4 or observed day'; day work schedule, divide the innual foreign
post allowance amiont shown on tihe SF 1190 by 0

f. Labor: may, first Monday the total numbher of foreign piost allowancee days
inl Swp Ivmbe r; occurring bePtween 111 edIucator's1 fic':! and ilat

duty' day during the school year. lThe foreign
g. Colcmlibus D~ay, second post allowance daily rate, is mult iplied by 14 to

Mondaly inl October, compute tice biweekly aniuc~nt paid e-ach full pay
*period of fthe school year.

It. Veteran's Day, Noveni-
bet, 11, or observed d ay; 2. Adiushimnet oif aForcit'.ii Pocst

Allowa ne!* Any adjustment ill itn educator's
i. Tha nksgiving IDay, ainouil salary shall cause' the lkitjll'imccyd foreigni

fourth Thoursd ay iii No vcnfoher; Ond piO~ is t llcwa nee to [W addus ti 'd corrnes piondinogly,
For example Ihch cmcc ncit poust diiffiri' ct ial -lilo Ith

j. Christ in. as ).i1y, I )PC eec - cized a ci ed uca ti u ini 01kin a wa ist1 percent ofl
her- 25, icr observed day. tilt vd uca Ii ccs badsic olA i~pec is-atic )i) If t he

educatort's basic ccoipunisatIio it d tiling the current
1). Appo intr ienis Bet wecu c Sc hc cl schuoo l year is $45,000), btu lt 1 i reason is a dj-s ted

Years. A ItP ed uca tcor emuployed lbe twecisen io SC11 downcwa rd tic $37,000t, thet addjustk c pc st di fferecc-
ycars- shall lie given a tecmporary limited ap ~ tial aniccunt a uthoirized fcor j'aynicot t ile th
poi n tinet for the per iod of' actudl (i1Qd, Icc c io ed ucatoc r would be $3,700l. Filhe a u t hOn *d
exceed thle beg innling of ihe schooln yea r. A '11 fuoreignc po stI allIuwanicc pe revntIage woul d noli
educator given at temcporary limited appointciecit change. It wi cuild Iillaici ecijisistinlt with the
is curlpen-,ated at a daily ratei of I1/ 190111 Ii(icr, if doll a r aniccuccii pai tiltti'i cccitIicar duccring that
a schouol principal ocr assistant principal, at schiool year.
1/222nd) oif thle school-year salary. When aii
ed ucatiir has sec-vedloon a no cit emilii a ry appo~in ict- F. F xltr -D)u lv Pr 'n -illca. This pro
men t d urinrg tIhe preced inrg schooli year and is grain a 1pplies5 to ci 'ctai cc piersonnelccv v mclc yc d by
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DoDDS who are ,)ssigned extra-duty assign- then multiplied by the dollar value assigned to
ments. Extra-duty compensation is provided the regular hourly category. For the 200 Hours
when particular extra-duty assignments are ind Over range, the mid-point = 220.
completed that are in addition to regular school
duties. Such extra-duty assignments as coaching c. Upon completion of the
and activity sponsorship, as well as dormitory extra-duty assignment, the school principal shall
work, are included in this program. certify that the assignment has been satisfactorily

completed and that compensation is authorized.
1. Compensation for Extra-Duty This certification must be submitted to the

.Assignments civilian payroll office as soon as possible, but not
later than May 31, to facilitate payment by the

a. When a TP educator is end of the school year.
selected to perform an extra-duty assignment, a
memorandum of understanding is signed by the d. Substitute teachers who
employee and the school principal. The memo- substitute as a dormitory counselor shall be
randum indicates the activity to be performed, compensated in accordance with Schedule A
tile estimated number of hours to complete the rates published by the DoD Wage Fixing Author-
activity, the hourly range the duty is to be ity.
performed within, and the amount of compensa-
tion established for that range, according to the e. School principals and
"Other Compensation" salary schedule rates assistant principals are eligible to receive extra-
established annually by the DoD Wage Fixing duty compensation only for additional work
Authority. The authorized hourly ranges for performed while on temporary assignment
extra-duly activities are: (detail) as a staff development specialist.

(1) 1 - 19 1 ours 2. Additional Comnpensation for 1 *
(2) 20 - 39 Hlours Dormitory Counselors. A TP educator assigned
(3) 40 - 79 1 fours to a dormitory counselor or supervisory dormito-
(4) 80 - 119 1 lours ry counselor position and who is assigned an
(5) 12) .. 159 lours irregular tour of duty which includes work on
(0) 1-0 - 199 Hours all nights, Sundays, and holidays, as wc1ll as
(7) W.X) Ilours and Over sleep-in time, may receive additional compensa-

tion identified is "Condition of Employment
b. When an extra-duty Compensation.' Such an educator also may be

assignment is satisfactorily completed in fewer eligible to receive "Additional Hours Conipensa-
hour; than tile hourly range established, co0n- tion," for huurs worked beyond the scheduled
pensadon must he reduced. If the school princi- hours of work. A dormitory counselor and a
pal determines the extra-duty assignment has supervisory dormitory counseloir is scheduled to
been completed satisfactorily in less time than work 80 hours per pay period during the school
identified in the approved memorandum of year and is additionally required to sleep-in
understanding, thet educator shall be compensat- according to an established work schedule.
ed at the rate established for the appropriate
lower hourly range. Should the hours worked a. The Remarks section of
fall short of the original range, or an educator is the counselor's SF 50 will indicate any eligibility
unable to complete the extra-duty assignment for to receive condition of employment compensa-
a reason acceptable to management, i lesser tion. Fligibility for condition of employment
payment than the amount indicated in the ap- compensation also established eligibility to
proved memorandum of understanding may be receive additional hours compensation.
paid on a pro rala basis. The formula for com-
puting a lesser payment is tilt, mid-point hour of K Condition of employ- _
the appropriate hourly range divided into the monl compensation is established as an annual
hours actually worked. The resulting quotient is rate by the MDo Wage Fixing Authority. The

195

9 0 S 0.



Volume 8, Chapter 07 DoD Financial Management Regulation

rate to be used depends upon the type of work must pay th,. total annual premium amount that
schedule established for dormitory operations is applicable to the school year salary the educa-
and whether the individual dormitory counselor tor is eligible to receive. This is to provide
or supervisory dormitory counselor is required coverage during the summer recess, during
to work on a 5-day dormitory opeiations sched- which time a 190.day educator neither earrns nor
ule or a 7-day schedule. The annual compen-a- receives pay. The normal period of extended
lion payable is established by the DoD Wage coverage is from the first duty day of a school
Fixing Authority in the "Other Compensation" year until the day prior to the first duty day of
salary schedule. The payable rate of additional the next school year. Therefore, deductions must
compensation per school year is identified as be accelerated to withhold more than the normal
either the 5-day, 40-hour rate or the 7-day 40- biweekly amounLs paid by other Federal employ-
hour rate. ees. Accelerated deductions are not required for

an educator assigned to a 222-duty day work
c. Additional hours corn- schedule.

pensation is paid on an "as worked" basis and is
for work performed by a dormitory counselor or 1. Calculation of Accelerated
a supervisory dormitory counwelor who is re- Deductions. To determine the biweekly amount
quired to work in excess of 80 hours per pay to be deducted from a 190-day educator's pay
period. Additional hofurs compensation may be for FEGLI, first find the normal (i.e., 26 pay
paid for each full hour worked (scheduled or period) biweekly amount deducted for other
unscheduled) in the performance of his or her Federal employees in the same salary bracket.
professional duties, not to exceed the annual For FEHB, find the biweekly withholding
maximum value established for a particular amount for the plan in which the employee is
school year. Additional hours compensation is enrolled. After finding the normal biweekly
paid biweekly upon completion and certification withholding amount, multiply by 26 (to arrive at
of any full hours worked. The hourly rate is the amount to be paid for an entire calendar
computed by dividing the annual maxinmum year) then divide by 22 (the number of full pay
amount of additional hours compensation by periods over which 190-day educators normally
190. The annual maximum amount in a 5-day are paid their school year salary) to determine
dormitory schedule is deteriniiied by subtracting the amount to be deducted each pay period for
the 5-day, 44)-hour aaount of additional conmpen- an educator.
sation per school year, from the 5-day, 45-hour
amount of additional compensatiori per school 2. Coverage Upon Separation or
year, as identified on the "Other Compensation" Movement. For a 191)-day educator who resigns
salary schedule. The annual maximnum amount at the close of the school year and who has
payable in a 7-day dormitory schedule is deter- el'Cted coverage under FEGLI and/or Fl 11B, the
mined by subtracting thl 7-day, 411-hour amount actual date of separation shall be, delayed suffi-
of additionalcompensation perschool year, from ciently to ensure extended coverage for the
the 7-day, 45-hour aimount of additional coni- period of time for which the educator has paid
pensation per school year, as identified on the through the accelerated withholdings. The
"Other Compen.,ation" salary schedule. Regard- period of extended coverage for an educator
less of the number of hours required to work, employed for a mJli school year shall be through
the maxinuni amount of additional hours corn- Ihe day prior to the first scheduled duty day of
pensation paid during a given school year may the following school year. When an educator
not exceed th' annual rate established for addi- desires earlier separation, the educator's resigna-
tional hours compensation. tion must specify tl'e e,,r!: r date for termination

of coverage and acknowledge that health benefits
G. AccvItcration of FUG1,I and FF.HB and life insurclIce ,:ow.raste shall continue only

Dek'ductions for an Educator Assigned to a 1901- 31 days after the date of separation. When ani
Day Position. A TI' educator assigned to a educator assigned to a position with a 19W.duly
position with a 190-duty day work schedule who day work schedule is converted or appointed to
has elincted coverage under FIGLI and/or FEI11Il a 222 or calendar year work schedule, all Or an
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appropriate portion of any accelerated payments (4) Remittance shall be
must be refunded should the effective date of prepared by the civilian payroll office at the
such conversion or appointment occur during close of each pay period for which deductions
the prepayment period and withholdings relative are made. Remittances shall be prepared and
to the new position begin. When an educator is forwarded on the same pay schedule as for unit
separated before the end of the school year, the employees after the close of each pay period.
educator will be reimbursed proportionately if Remittance shall be sent to l.e appropriate ad-
the separation date is earlier than the end of the dress in each region. Each remittance shall be •
extended period of prepaid FEHB coverage, accompanied by a listing of names and amounLi

withheld. See subparagraph 09W203.--. for
3. Calculationof Coverage After guidance on preparing this report.

the Beginning of tht School Year. Should a 190-
day educator begin work after the first sched- (5) Dues withholding
uled duty day of the school year, reduce the authority is automatically carried forward to the -
total annual premium amount for T'¶GLI and next school year unless notification to stop the
FEH3 by the proportionate amouit for the deduction is requested. Educators can request
coverage period remaining through the day prior that organization dues deductions be stopped
to the first scheduled duty day of the next .school only once a year either on September 1 or the
year. Then proceed to calculate the biweekly anniversary date on which the employee autho-
amount using an appropriate reduction in the rized dues withholding, whichever is kater. A S
number of pay periods remaining, revocation must be received in the civilian

payroll office prior to the appropriate date as
H. Other Deductions indicated above.

1, Allotments (6) Local or regional
unit,, must provide a list of employees who are I O

a. Drganizaion Dues to have dues withheld no later than 2 weeks
prior to the beginning date of the pay period in

(1) Allotments for with- which withholding is to begin for that unit. The
holding employee organization dues shall be listing must identify the bargaining unit name or
effective on the second pey period in October of numiber, location, address, point(s) of contact and
each school year for a 190-day TP educator. The phone number(s). Employee information r:- S
amount of such allotments shall be the designat- quired includes employee name, SSN, location
ed dues identified on each SF 1187 initiated by a assigned and amount of dues to be withheld for
unit employee or (in a list provided by each local that schiool year.
or regional unit divided by 12 full pay periods
unless mutt.ally agreed otherwis2 between the b. Savings Allotments and
pijrtics. Allotment Allowed for 190-Day I P Educators-

Assigned in Overseas Areas. Savings and other
(2) Unit members who allotments, as authorized in Chapter 4, may be

enter the dues-withholding agreement at a time deducted over the number of full pay periods -
when less than 12 full pay periods remain in the the school year,
school year shall have their dues prorated over
the remaining full pay periods within the dues- c. SavinV bonds. Savings S
withholding period. bonds are a uthorizecl sejparately without regardl

to the number of savings allotments, Savings
(3) Authorization for bonds are automatically continued into the nexi

dues withholding with an SF 1187 shall continue school year unless canceled.
in full force and effect if a "not-to-exceed" em-
ployee is given another excepted appointment in 2. ISP. A 'P educator may
the bargaining unit prior to the expiration of the elect to have eilher a perct~niage or dollar deduc-
not-to-exceed appointment. tioi for TSP 'in accordance with guidelines set

197

3 ~~ - --------- 0



Volume 8, Chapter 07 DoD Financial Management Regulation

forth in section 0415. -TSP deductions shall be Defense Debt and Claims Management office of
taken from the annual retroactive salary adjust- the appropriate DFAS Center.
mient given to educators each year only if the
educator has specified that a percentage hIN 0703 OTHER THAN FULL-TIME CAREER
withheld. EMPLOYEES

1. Compensation of TP Educators 070301. Part-Time Employment, Part-time
Arpvuintvt ., lunior Reserve Officer Training employment is generally no less than 16 and no
Corps (JROTC) Instructors more than 32 hours, a week under a schedule

consisting of an equal or varied numbers, of
1. DODDS employs retired hours per day. Employment mnay be between 32

mailitary officers and non-com)imiss ioned officers and 64 hours in a biweekly pay period in the
as TP educators in its JROTC overs'eas program). case of a flexible or compressed work schedule
The school-year salary of JROTC instructors is an (5 U.S.C. 3401 (2)) (reference (b)). It does not
amount equivalent to the active duty pay and include employment onl a temporary or intermnit-
allowances which thle inistructor would receive if tent b~asis. To be considered part-time, an em-
ordered to active duty at the location of the ployee must have a regular schedule, set in ad-
lDoDDS school to which assigned. This salary is vance, of at least one hour in each administrative
reduced by the amount of retired pay received, workweek in each biweekly I-ay period. See P.L.

95-437 (reference (e)), 5 U.S.C. 3401-3408 (refen-
ence (b)), and 5 C.14.H. Part 34) (reference (1)).

2. Ani additional annu4l amount
of ' plemental pay is established by the D~oD A. Llay. Gnoss basic pay is computed
VWaý, Fixing Authority. The supplemental byrrmultiplying the cmnployee's hourly rate of pay
amount is not part of a IRCYIC instruclor's basic by thle total of the hours worked anid thie hours *
com1,elnsation, of paid leave during the pay period.

3. AJROTC instructor's salary is I1. Overtime Pay. Overtime pay
paid out on the same basis as other 190..day TF for eligible part-.timne employees is provided only
educator pay during thle school year. Tile addi- for work over 8 hours a day or 44) hours, in a

(tional annual amount of rsupplemntunal pay week under 5 US.sc. 5542 (reference (b)).
F authorized is prorated over the normal 22 pay

periods. 2. Conwensalorv - ime Off.
P'art-time ernployev~my elc to (11" conipensa..

4. 13ecause; thle bSealary Of a lory time off in lieu of overtine pay to which
JROTC instructor employed by I)oDDS includes, entitled under 5 U.S.C. 5542 (reference (b)). Pa rt-
an anino it equivalent to the instructor's active time employees may elect to perfrfm coinpewm-a
duty allowance for lu~irtcrs (including a variable tory overimine work 'o replace limie taken off for
housing allowance), anl instructor's pay musl be religious observances.
red UCed in anl equivalent iaturomt should the
instructor reside ini renlt-free government cloar- 3. Sundav Pay. Part limot em-
lt'rs. ployees are nopt entitled to Sanday, premium pay

for working onl Sundays.
J. Waiver of' Erroneous Payments of

r'y id Allowa nc-s'. The procCd Ores 00utlined in 4. Nigzht Di )fereotial flay, Part-

paragramph 0810306. will generally be followed time employees are entitled to night pay for
when proce~ssing applications for waiver of work performed between 60() pun1. anid 6:tlPa~m.
erroneous payments of pay anid allowances as pa.! t oftheir regularly s0Cheduled adniinistra-
submitted by DoDFA employees. Applications tive workweek.
of lDoDHA employees received by the civilian
payroll office shall be forwarded to the l)uLWA 5. Shift lDiffereirtial Paqy. FWS
Personnnel Center for adludication rather than the part. Lime empioyees whlo woi k a regular sched-
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uled shift of R hours or less are entitled to night 15 days in any fiscal year in which he or she is
shift differential. However, more than half of on active duty or training. Eligible part-time
the hours they work must be on the second or employees accrue military leave prorated on the
third shift. The hours for the second and third basis of the tour of duty (5 U.S.C. 6323(a)(2))
shifts are outlined in subparagraph 030303.3, (refere,,ce (b)). See section 0514 for guidance on

recording and charging military leave.
B. Leave

5. Holidays. Part-time employ-
1. Amual Leave. To earn ees are not entitled to a holiday which falls

annual leave, part-time employees must have a outside the tour of duty. If a holiday falls on a
regularly assigned tour of duty on at least one day part-time employees are scheduled to work
day of each week in the biweekly pay period, and the emplkyees do not work, the employees
Maximum carryover at the end of the leave year are paid for the number of hours scheduled for
is the same as for a full-time employee. Hours that day. If part-time employees work during
in a pay status include straight-time and over- their scheduled hours on a holiday, the employ-
time hours up to a total of the basic working ees are entitled to holiday premium pay only for
hours in a pay period (normally 80 hours). those hours scheduled. When an installation is
Leave is charged for absence during the hours closed for an "In lieu of" holiday that falls on a
the employees are scheduled to work. regularly scheduled workday and the employees

are prevented from working on that day, the
a. I'art-timeemployee' with installation may excuse part-time employees

less than 3 years of service earn I hour of annual from duty by administrative order or grant
leave for each 20 hours in a pay status, annual leave or LWOP for the hours scheduled

to be worked on that day. A part-time employee-
b. part-time employee, with who workq on an "in lieu of" holiday shall be

at least 3 years but less than 15 years of service paid straight time for hours worked. A part-I I
earn I hour of annual leave for each 13 hours in time employee is not otherwise entitled to an "in
a pay status. lieu of" holiday.

c. Part-time employees with C. Deductions
15 or more years of service earn 1 hour of annu-
al leave for each 10 hours in a pay status. 1. Retirement. Part-time em-

ployees are subject to deductions on the same
2. Sick Ileave. Part-time em- basis as full-time employees.

ployee:;, for whom a regularly scheduled tour of
duty has been established, earn and shall be 2. Health Insurance. Part-time
credited with I hour for each 20 hours in a pay employees are eligible to participate in the FEHB
status, program. The cost to the empioyee is the total

cost of health benefits (both the employee's and
3. Part-time employees are the emnployer's share) less the Government's

eligible for other leave categories, e.g., AWOL, prorated share. See subparagraph 0)40802.D. for
LWOP, court leave, funeral leave, or excused more information on FIMIlB for part-time em-
absences on the same basis as full-time employ- ployees.

a. Payinll deduct..i.s and
4. Each reservist of the Armed employer's contributions shall be based on the

Forces or member of Ithe National Guard who ;s particular plan for which employees entrll and
an officer or employee of the United States, the emnployee's established pay periods. Career
permanent, temporary indefinite, or part time, is part-time employees who pay a prorated Gov-.
Sentitled to !eav(' 4f absin':e from iheir duties, eingent's share of health benefits are responsible p
(military leave) without loss of pay, time, or for payment of premiums for periods of nonpay
efficiency rating for each day, but no lno tiian status at the same rate that would hI. withheld if
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they were in a pay status. Enrollment may ment :ontribution for basic insurance based on
continue during nonpay status for up to 365 the aggregate amount of basic coverage the
days. employee has from all covered positions. This

will eliminate the need for the other employing
b. When part-time employ- office to make partial withholdings and Govern-

ees become full-time employees in the middle of ment contributions.
a pay period, the amount to be withheld is
prorated based on part-time rules. k'70302. Intermittent Employment. See FPM

Chapter 340, Subchapter 4 (reference (am)). This
3. Life l- ;urance is nonfull-time employment in which employees

serve under an excepted or competitive service
a. Part-time emplyees are appointment without a regularly scheduled tour

eligible for the FEGLI program. The actual of duty. An intermittent work schedule is
amount of insurance (which cannot be less than appropriate for a position in which the nature of
$10,000) for which the employees are eligible is work is sporadic and unpredictable so that a
based on the annual salary derived from the tour of duty cannot be regularly scheduled in
employees' scheduled hourn;, If employees are in advance. Intermittent employees are paid only
a nonpay status for an entire pay period, no for hours worked. Intermttent employees are
withholding to cover that pay period shall be entitled to overtime.
made from future pay nor shall the employees
deposit the amount which would have been A. Pay. Gross basic pay is computed
withheld if they had been in a pay status during by multiplying the employee's hourly rate of pay
that period. There are no Government contribu- by the total of the hours worked during the pay
tions for that pay period. When'part-time em- period. Intermittent employees are not eligible
ployees become full time employees in the for holiday pay. Wage hoard intermittent em- * •
middle of a pay period, the Federal Employees playees are eligible for night shift differential;
Group Life Insurance Handbook for Personnel however, General Schedule intermittent employ-
and Payroll Office.i (reference (x)) requiws the ees are not eligible for night differential unless
amount to be withheld (or basic life irsurarc, to temporarily assigned to a regular tour of duty
be based on the amount of insurance last in force with night work.
for the employee during the pay period (that is,
the full-lime rate). B. Leave. Intermittent employees do

not accrue annual or sick leave. When part-time
b. Part-time Rates. For life or full-time employees are changed to intennit

insurance purposes, the annual pay for a part- tent, unused sick leave is held in abeyance until
time employee is the basic pay applicable to his employees return to a scheduled tour or separate
-.r her tour of duty in a 52-week work year. For and forfeit the leave after a 3-year break in
example, an employee whose pay is $22,692 per service. Any unused annual leave is paid as a
annum but is employed half-time Would hace an lump sum, except in a, situation involving a
annual pay for insurance j urposes of $11,346. If continuing program under which employees are
an individual is employed on a part-time basis in required to return to full-time or part-time
more than c.ne Federal agency and i'l eligible for employment after a period of intermittent em-
FEGLI coverage in one of the positloiis under the plyment (i.e. student trainee). 0
Federal Employees Group Life Ihsurance Hand-
book for lersonnel and Payroll Offices, SubcLhap- C. reductions
ter S3 (rv4erence (x)), the agency which pas the
higher of the salaries must contact the other 1. Retirement. Intermittent em-
employing office, confirm the salaries paid, and ployeus are not eligible for retirement coverage
assume responsibility for withhol iing all of the except when the intrnitlent employment fol-
required premiums frcm the salary which they lows employment i' a covered position and
pay. The agency which pays the highest salary there has not been a break in service of more
to the individual must also provide the ( owvcrn-
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than 3 days. Intermittent employees are subject C. Deduction,. Regularly scheduled
A to Social Security and Medicare deductions, seasonal employees under career or career- S

conditional appointments expected to work at
2. Health Insurance. Intermit- least six months per year, a,Ž subject to deduc-

tent employees are not eligible for health insur- tions (such as, retirement, health insurance, and
ance coverage except when the intermittent life insurance) on the same basis as full-time
employment follows employment in a covered employees while in a pay status.
position and there haF not been a break in
service of more than 3 days. 070304. On-Call Employment. See FPM Chap-

ter 340, Subchaptcr 3 (reference (am)). On-call
3. Life Insurance. Intermittent employment is employment on an as-needed

employees are not eligible for life insurance basis during periods of heavy workload, with an
coverage except when the intermittent employ- expected cumulative service period of at least 6
ment follows employment in a covered position months ýn pay status each year. On-call employ- •
and there has not been a break in service of ees work on regularly scheduled tours of duty
more than 3 days and the employee is expected while in a pay status, and subject to workload,

,, to return to a covered position (FPM Chapter are placed in a nonpay status, and are recalled to
340, paragraph 4-3b) (reference (am)). The duty in accordance with preestablished condi-
annual pay for intermittent employees is the tions of employment.
annual rate which they were receiving at the end
of the pay period or in the event of death or A. Pay. Gross basic pay is computed
dismemberment, the annual rate they were by multiplying the employee s hourly rate of pay
receiving at the time of death or accident. For by the total of the hours worked and the hours
example, if an intennittent employee is paid of paid leave during the pay period.
$7.65 per hour, the employcý's annual rate of
pay fixed by law is $15,966 (7.65 X 2,087 = B. Leave. On-call employees earn -
$15,966). If such an employee works only 2 days leave during the time in a pay status and during
or 16 hours during a particular pay period, the the first 80 hours in nonpay status each year.
annual rate of pay for insurance purposes is
based on actual time worked during that pay C. Deductions. On-call employees
period. In this example, $3,193 is the annual rate under career or career-conditional appointments
of pay for insurance purposes (.2(0 X $15,966 = are subject to deductions (such as retirement,
$3,193/yr). However, insured employees whose health insurance, and life insurance) on the same
annual pay is $8,000 or less are covered for the basis as full-time employees.
minimum $10,000 of basic insurance.

070305. Piecework Employees. General author-
070303. Seasonal Employment. Seasonal em- ity for scheduling work and excusing absences of
ptloyment is defined as recurring periods of work piecework employees are granted under 5 U.S.C.
lasting less than 12 months each year (FPM 6101 and 6104 (reference (b)), and 56 Comp. Gen.
Chapter 340, Subchapter 2) (reference (am)). 393 (1977) (reference (p)). piecework employees
Seasonal emplvyees ar. placed in nonduty/non- excluded from health insurance coverage are
pay status and recalled to duty in accordance employees paid on a piecework basis except
with precstablished condition,, of employment. those whose work schedule provides for regular

or full-time service or for part-time service with
A. Pay. Gross basic pay is computed a regular jour of duty. Relfer 1o FPM Supple-

by multiplying the employee's hourly rate of pay ment 532,-1 (reference (r)) for information on
by the total of the hours worked and the hours piece rate schedules. For life insurance purpos-
of paid leave during the pay period, es, the annual pay for a pieceworker is the total

basic earnings exclusive of premium earnings for
B. Leave. Seasonal employees earn overtime or holidays, for the previous calendar

leave during the time in pay status and during (52-week) year. Whenever the piicework rate
the first 80 hours in nonpay status each year. changes, annual pay is adjusted by apiflying the
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percentage increase or decrease inl rate. If the uvd and deductions shall be taken from their
pieceworkers- had LWOP during the year, the salary. When their reemployment is rnotsubjoct
year's earnings or adjusted earnings are divided to the retirement sysieni, annuity payments shall
by the number of days for which they were paid be continued, thle agency shall reduce the
(work and leave with pay) and the average daily em1ployee's pay by the amouni of thle annuity,
rate so obtained multiplied by 260 to determine and no reti:ement deductions shall be taken. See
annual pay. For new employees, use the first thle CSKS and! FERS H-andbook for personnel and
year's annual pay during the previous calendar Payroll Offices (reference (ac)).
year for pieceworkers doing simlilar work in
their group, subject to any further adjustment of 4. All Ofic r Reemployed Annu-
the average during the firs, year. Unless coy- itants, Annuity payments% shall bie continuod
ered by an exception, employees paid onl a du~rin-g their reemployment. The agency shall
piecework basis, UXLOP, thIOSe Whokse work red UCe 1thC emlplo e' VCS pay by tile amount of tile

sceueprovides for regular or full-time ser- annuity, and no retirement deductions; shall be
vice, are excluded from retirement coverage by taken from their salary. See tile CSI(S and FERS
OPM regulation, See 5 C.F.R. 831.201(a) (refer- Handbo-k for Personnel and Payroll Offices
ence (1)) and thle CSR`S and FERS Handbook for (refernce1L (aU)).
Personnel and Payroll Offices; (reference (ac)).

B. Former- Members of Congross
0704 REEMPLOYFIJ ANNUITANTS

1. Continued Annuity. Under
070401. General P.L. 86-6104 (reference (e)), thle retirement annuity

of former nmembers of Congress shiall continue
A. Funloyees Retired from Cometi-~j with no resultinlg increase, When I'UVmpln'IyLd by

tive Service a Government Agency subsequent to Decembeir I
31, 1958, Such reemployment shall lic in anl

i. Regýulations Governing Reem- dJppOi ntive position onl anl intermittent servicc
ploymvint. Instructions governiing the( reemiploy- basis with compensation, or onl a full time o)r
nient of emnployees retired from thle regular substantially fall-time basqis with~ot comipensa.
competitive serv'ice under CSRS and FURS are lion (5 U.S.C. 8344(d)) (rvference (b)),
contained in thle CSRS and FFRS I landbook for
Personnel and Payroll Offices (refere~nce (ac)). 2. Notice to OI'M. O['M Retire-
At thle time. of appointmntci, an SF 28(10/311W is men)11 and Insurance Programs, Annuitant Servic-
prepared for each new empl11oyee ub~je'ct' to the L'S Division, Washington, [DC 21)415, shall be
CSRS or FERS, except for a reemp'oyed annu- notified immiediately of the elaine of any former
itan t who ia y quaal ify foi- a sup1plemen tal a nou- to em her of Cong rcss who'n en '1i toy 'd inl anl
ity as de'fine-d in the CSRS and FERS Handbook appointive position on anl int-rmnittenlt service
for Personnel and Payroll Offices (reference (ac)), basis with compensation or oin a full-timle or
when Chapters 100110(2 are Published. In that substantially full-time basis without conipensa-
casýe the SF 2806/31)100, s ho wing service hi story dioll.
only, is prepared at the timle of separation.

0)70)402. Reirnbuisviment to [ft, Office of Personi-
2. Disablid Annuitants Who nel Mama'inerni~t Fo(r Anoity~h Pclid to Re~tiredP

Recover Before Reaching Age 601. Annuity Civil Service, Emtployee-s Whilei R(Yimploved
payments %hall lie discontinued d uring thuir
reemiployment and retiremient dedLuctionS Shall A. Gener-al. Activities employing
be taken fitn their salary. retired Civil Servick- emrnployees, whose annuity

Co ntinue., d uring rveniPh tymonet, are req u ired. to
3, Anonita 0) I ovcl milarily reimlburIse theC ('~lv SOPAOic Retiremient and

Ivr (dfirm Reasons (Mlher I han Ar(,. Wheni D isahil~lt Fun:d for he1 gr'oss iamou1-nt Of theC
their reem-p10loyment is Nsubjec to a retiremerul annuity paid by UPM alloicable to the period of
systemn, the annuity payments shiall he discontin- actual emiploymen-1t. Thei Plyinvill to 01PM is
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shown on DID Form 592 as "Annuitants Cost to puted in amounts payable onl a biweekly pay
OPM." period basis. Payment for overtime worked is

based on anl annuitant's full rate of basic pay
B. Reimbursement, The gross before any reduction by the amount of their 4

amount of annuity paid by OPM to reemnployed annuity.
annuitants, applicable to each pay period, shall
be entered on the SF 2812. This will serve as a 2. Annuitant,;reemployed on an
scheouule of vouche' deductions;. The completed hourly pay basis %hall have their daily or hourly
SF 2812 is forwarded io 3PM. In addition to rate of pay converted to the per annum equiva-.
othr.ý items, this form must show tile agency's 8- lent. The per annum rate reduced by thle total
dligit payroll office numbe-r, thle pay period from amount of the annuity being received by thle
ind to dates and the amount being remitted. employvo. The remainder shall be reconverted

C.SArto fRepoe nu to a per diem or per hour rate, as appropriate.

itant, Upon separation of a reemployed annu- 3. The civilian payroll office
itant, OPM shall be notified. Each notice shall adjust% the reimbursement to OPM following
contain the annuitant's name, date of birth, SSN, increases in an annuity as provided in the CSRS
retirement claim numnber (if available), and date and FL'RS Handbook for Personnel and Payroll
of separation. Ini the event all annuitant is Offices (referenice (ac)), and OPM instructions,
eligible for a supplemental annuity, the civilian issued with periodic cost-of-living adjustmenvts.
payroll office shall prepare an SF 2806/3100,
listing all service subsequent to retirement. The C. Former Meýmbet'; of Congress.
SIF 2806/3100 should be forwarded to OPM as Former members, of Congress who an! emiployod
provided in the LSI6 and 1-ERS Illanidhook for in an appointive positinon Olanl ilternutlen14t
Personnel and P'ayroll Offices, Chapter 41 (refer- service bash; and who retain their annuities shall
ence (ac)), together with the annuitant's neuw SF- have thieir!;aljiriesq reduced by a sumn ci ual to the
2M1l, "Application for Immediate Retirement- retirement annuity allocable to the period of'
CS16," or SF 3107, "Application for Immnediate. actual emiploymient, The amiount of anoiuity
Rtilrement-FERS." allocable to each pay period shill he processed

as a payroll deductini rather than as a reductionl
t070403. Prorating~ Annuities for Appnmriate ill pay perioid earnings as is the case with reemn

Redution of ige nd Gnera S~hdUIC ployed competitive service annuitanis. I here-
Salaries fort, annuities withlheld slia II not reduce earn.

ings for tax ýnd othe.r pixrposes. Annuities
A. CGneral. Upon reemployment, the withheld in tHeV case Of formejr memribers of

civilian personnel office provides thle SF' 50l data Co ngress *Aha I be remlitted to OPM as prescribedl
ito the civilian payroll Office as to the a41110110nt Of inl pakrag rd ph 0701407.
annuity be~ing received by a reemployed aknno

itant.070404. Processi. Ret lien11 ient ed utioll di re
optional for C'SRS reem pl iycd ann ui tamnts, and

B. Emllployees Retired froml thle there is no requirement for a matching Covern-
Comrpetitive Service. Reenmployed annuitants eniut contribution. I Inwever, retiremenVlt dedue
who retain their annuities shall have their sala- tion~s are required for FERS reemployed annu-
ries reduced by zsum equal ito the retirement itants, and Covernnment contribiutions are Also
annuity allocable to the period of actual emiploy- reqLuired. Thle%(e deductionsare computed onl the
moent. The appropriate reduction and adjusted reemployed annmuitant's basic pay hewfo re ary

alar sall 1le determined as follows: offset due to receipt of an annuity. I Xductions
for Medicare (CSRS enimployees) or Social Stecurj-

I.Annuitants reemp~loyed ov an ty /Medicar-( (FERS emiployees) ait,( etinnpavd onl
anniual pay basis shall have their per annumn the amount rmilainiiing after suhbtraclio n of the

saayreduced by the amnount of thie annual annuity offset, inl accordance with 1)'A guidance.
annuity. The runa inder of thI eii salhiry is coin - Federal, State, and loicalI taxi's, anv c(mp litid onm
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the amount remaining after subtraction of the G. Travel reimbursement.
annuity offset. TSP contributions are computed
for a reemployed annuitant using the base salary H. Severance pay.
prior to the salary offset for the annuity (TSP
B~ulletin 87-31) (reference (ak)). Sick leave re- 070502. Payment. Upon notice of die death of
ported to OPM cannot be recredited upon neerm- a civilian employ'!e, the civilian piiyroll office
ployment (5 CUFR. 630.407) (reference (1)). takes action to prepare an SF 1154, "Public

Voucher for Unpaid Compensation Due a De-
0704015. Computation of Lunip-Sum LeavePaly. ceased Civilian Employee," to permit prompt
Under the provisions of 5 U.S.C. 8344 (reference payment of the amount% due. In accordance
(b)), the lumip-sumi payment for unused annual with GAO regulations issued pursuant to 5
leave due a reemployed annuitant upon separa- U.S.C. 5581-55M3 (reference (b)), in certain in-
tion, including those retired from the competitive stances the amount., due may bec paid directly asI
service and formier members of Congress, shall indicated on the SF 1153 from the civilian per-
bEx computed on the basis of the employee's sonnel office. H-owever, in ceittain other instatic-
wage or sialary rate fixed for hi:; or her position es outlined in paragraph 070.902.B., the amounts
or occupatiok, without red iiction for the amtount doe may only be made after being authorized by
off annuity received by the employee, the GAO on the basis of claimis forwarded to the

0705 DE'CEASII) EMPLOYEE-S GO

A. D~irect Pl'a ynient., Direct paymnent
07015(01. General. Svc 5 U.S.C. 5581-5583 (refer- is permitted to claimants legally entitled to such
enice (I-)). An SF 1152, "Designation of Boneficia- payments. When payinj; more than one benlefi-
ry Unpaid Cornpeosatini, of Deceasedc Civilianl ciary, the civilian payndil office shall apply por-
Employee.," and an SF 1153, "Claim for UnpjidJ centages due each beneficiary as specified by the
Compensation of Deceased Civilian Emlployee., deceased, If the deceased did not specify any
are forwarded by the civilian pers-onnel office to percentages, the civilian payroll otfice shall
the civilian payroll office. Deceased civilian divide the total amount equally ;miong thec
employees include former employees who die eligible claimants. The legal claimantIs are deter-
after separation from the employing installation mined based on the following order of prece-
and before receipt of final pay and allowances, dunce:
Unpaid compensation includes all pay, allowanc-
es, or other amounts due Lit the timec of death, I1. The beneficiary or beneficia-
such as: ries designated by the employee inl writing to

receive such comnpensa tio n. The designation
A. Curwint salary (including any mus;t have been filed with ithe vnmployee's em-

retroactive s;alary). plc ying activity prio r to the e rnp loyov's de a th;

13. Savings bo~nds (if no co-owner or 2. The widow or widower of the
beneficiary was designated) and saving., bond employee;
balancv.

3. i'hel( child or children oif the
jC. Unclaimed or uncasied checks. A emiployee, and descendant., of deceased children

collection voucher is required to be pre.pared for by representation;
non-negotiated returned checks. 4. The parents or surviving

D. Cash awards. parent of the employee;

EL. Foreign and iconfon..ign area 5. Thle duly a ppointed legal
differentials and allowances. representative of thet e,;tat. (of' the employee, or if

none, thet person Or persons en titIled unodor the
F. 1.-mip-sum annual heave payment. laws Of the dloirtiilt, (f thev enmiiloyce.
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B. Payment After GAO Certification. 070503. Computation of Amnount Due. Pay
Certain claims are sent to the Claims Division of earned through tile date of death and lump..sumn
GAO for certification before payment is made. payment for unused annual leave shall be corn- I
After GAO certifies the SF 1154, it is returned to puted and shown on a regular biweekly payroll
the civilian payroll office for payment. These disbursement voucher ora special payroll vouch-
include claims when: er with a 7harge to the applicable appropriation

and other applicable accounting informnation.
1. Doubt exists as to the amount The following instructions govern deductions

or validity of the claim; from unpaid salary:

2. EDubt exists as to the person A. Retirement. If the employee was
or persorns properly entitled to payment; covered by a retirement system, deduct the

retirement contribution from unpaid salary
C. Submission for GAO Certification. earned through the date of death.

For those claims required to be settled by GAO
before payment, the civilian payroll office shall: B. Social Security and Medicare

Portions of the FICA Tax. If the employee was
1. Write a letter o: transemittal to subject to Social Security/Medicare, deduct for

the office identified in paragraph 0160401, Tile Scial Security/Medicare tax from unpaid salary
following shall be included: earned before the date of death and from lump-

sum payment for unused annual leave earned
a. Statement regarding after D+ecember 31, 1950 (IRS Circular E) (refer-

designation of beneficiary. ence (i)). Gross wages earned in the- calendar
year thrmigh th0 date of death, subject to the

b. Reason why referral to statutory limitation, are subject to Social Securi-
GAO is recommended. As appropriate, cite ty/Medicare. Social Security/Medicare taxesI -
unusual circumstances surrounding the death of will be withheld on wages paid to a beneficiary
the employee, or eligibility of the claimant(s) to or to the estate of tile deceased employee in the
receive the unpaid compensation. calendar year of death. If payment is made after

the calendar year of death, such wages are

c, Amount and nature of exempt front Social Security/Medicare taxes.
indebtedness, if any.

C. Federal Income T'ax, Do not
d. Statement that the claint deduct FITW from unpaid salary earned by an

has not been and will not he paid until certified employee through the date of death (IRS Circu-
in the name of the Comptroller General. lar E) (reference (i)).

2. Attach the following to the 1). Statel Tax. Do not deduct with-
letter of transmittal: holding ior State (Territory, vDistrict of Columbia)

income tax from the unpaid salary and lump-
a. Original, with the required sum leave earned by an employee through the

number of copies, of the SF 1154 and sub- date of death.
vouchers. On the SF 1154 in the block for the
name o( the payee, place the phrioe " Payment E. Local Tax. Do not deduct with-
After GAO Certification'. holding for local taxes from the unpaid salary

and lump-sum leave earned by an employee
1). Certified copy of the leave through the date of death.

rei ord.
P. FE 11B, If the employee had premi-

. Copy of time and attn- urn withholdings for FEIII, and there is a survi-
dance report for the perito covered by the voucher. vor eligible to continue the enrollmenl, make

withholdings and contribution, for Ilhe periods
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for which pay is due. This includes the pay C. Federal Income Tax. Deceased
period during which death occurred, subject toi employee's unpaid wages are not subject to
the applicable 4-day rule provisions in subpara* Federal income tax withholding in either thle
graphs 040802.8.8. and 0)40802,B.10. calendar year in which the employee. died or

afterwards.
G. FEGUI. If the employee was

subject to FEGLI, deduct for premiums for the (070506. Transfer of Funds. The unpaid comn-
periods for which pay is, due, including the pay pensation is placed in deposit fund account -- I
period during which Jeath occurred. X0875 (Suspense) pending receipt of a claim for

the compensation. If a claim has not been
1Ii. Savings 8onds. Do) not deduct for received within "year from the date thle amount

savings bonld% from unpaid wages nor issue was placed in the deposit fund account, transfer
')oncfs after date of death. the funds as follows:I

1. TSP. Deductions for TSP and for A. Transfer to deposit fund account
a ny rsP, loans outstanding will be mado. 20X0133 (Payment of Unclaimed Monies) unpaid

compensation that meets the following criteria:

1. Allotments. Make, ro dedu'iion is $25 or miore; a refund, upon claim, would be
for. tie pay period in which death occurred, absolutely justified; there is no doubt as to legalI

&iwoi'rship of the funds; and a Wilmed individual
K. Otli~r De-ductions. Make any Wan be identlified with the itemn. Subsequent

additional deductions Reqluired under specific paymeont of claimns from this account ,;hall lie
cases, such as indebtedness, made by preparing anl SF 1154 citing account

(1705(14. Lumi'-Sum- Iaymnici tfor Accrued that supports thle consolidated civilian payroll
L~eave. Do not deduct retiromntvn, Fe~deral, Sta h', office.
or local income tax, heva th ivben fitIs, life ins ur-
ance, Or savings bonds from lump-suni paymnent. B. Tlranisfer to miscellaneous receipt

account ---10)60 (Forfeitures Of Unc~laimeld Monel(y
0)70505. Preva rai tii of thle With hi dd im Tax and P'roperty) if [the cla imi for unpaid comrpe nsa
Slitenivri tion is less than $25 or amounts greater than $25

0 w hi ch do not I meet all tlie provisions far account
A. I ecidviot Formi W-2, hiclude 20X6 133. Subse~quent payment of claimis fromi

gross amounts for final pay for the pay period of this Jccoun1t shall be miade by jpre~panng anl SE:
death and lumip-sum annual leave payentvis as 1154 citing accoiunt 20X18t07 (Refund of Money
"Social Security Wgeý,s" or "Medicart, Wages and tI-'rnineously Received and Recovered) and( the
Tips'' only if these amnounts are paid to fi(lie state account of the disbursing officer thatf supports,
or beneficiary in the, saint year as (lie- death ot (Iii' consotidatid civilian pfayroll i)ffiri',
the enip) oyee occu rs. LXo not ioc u di- g iiiss
ameountIs fior final pay for the pay heriod if 0701507. I 'nces.s i g of Age r~icy Certification of
death or lump-suni annual leave paynienlt.S as Life Insurance Status for [Employee Ru iii Cases

'Wages, Tips, ( )the(r Coninpe mat ion" oin the Wit hil DOD I. Whe ii a il emplioy(-( dies, the SI
decedent's Formn W-2. 2ýQl, "Agentcy Certification of Insurance Status,"

is processed under the guidance :in !itFheieder

b3. 1-orin 109')- M ISC.. Pro ja o' anl EmpIloyees Group L ife insu ranlce IHandbhiook forl
Fo rm 10949-LMISC fior a Wiouius payable to' the I eni iinoel anid P ayroill Offices (reference (x)),
decedent's estate or bonefici a ry(s). In cluade in The t wo cert ifica tliii s oif pvrisi invne and pa yrioll

'I ,rizes, Awards, Dtc.'' the g roIss aniunn ns foir ti nal recoird data oin tilt LSI 2H21 cannoit be made b)Y
pay for the pay pero iid if diatll IUIlum-sumn Ithe Sl nio Official. To helIp redtuce tilt- time s u vi,
aniinualI leave, anid other wnooii's such as, t ravol viirs or Ix-tnoficiaries ninus t wait onl insuaranlce
ivimbwusemients received. betnofits fromnftle Office oif Federal IillpliiyC cesGroup Life Ins"Uranlce, the fi ItO wing exp~i~ditd
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processing of SF 2821 shall be accomplished designation of a regular tour of duty in the
within DoD. appointment documents does not necessarily

preclude receipt of compensation at the agreed
A. For collocated civilian personnel daily rate for work performed outside of that

offices and civilian payroll offices. The civilian tour of duty -- for example, if such an employee
personnel office completes and forwards the SF works 6 days a week, tile 6th day is paid at the
2821 upon notification of death of the employee, straight time rate rather than the overtime rate.
to the servicing civilian payroll office for certifi- Experts and consultants employed on a daily a
cation. The civilian payroll offices's certification basis may N! paid the rate of basic compensation
shall be completed and all copies of the SF 2821 for work on days outside tile prescribed tour of
returned to the civilian personnel office within duty, provided the compensation within any
24 hours after receipt by the civilian payroll biweekly pay period does not exceed the rate of
office. basic pay for Level V of the Executive Schedule

(58 Conip. Gen. 90 (1978)) (reference (p)). S
B. For civilian personnel' offices ceo-

graphically separated from civilian payroll 070604. Salary Increases. Unless the appoint-
offices. The civilian pers-onnel office completes meot docL',,,nts prescribe that General Schedule
and mails the SF 2821, upon notification of death increases under 5 U.S.C. 5305 (reference (b))
of the employee, to the civilian payroll office for automatically apply to these individuals, and
certification. The civilian payroll office's certifi- without administrative action authorizing a
cation shall be completed within 24 hours alter constquetint increase under 5 U.S.C. 5307 (refer-
receipt by the civilian payroll office. The civilian vnce (b)), an expert or consultant is not entitlhd
payroll office shall express-mail all copies of thei to a pay increase oil the basis of an increase in
SF 2821 back to the civilian personnel office. the Cencral Schedule. The SF 50 data from the

civilian peronnel office notifies the civilian
0706 EXPERTS AND CONSULTANTS payroll office of the proper salary increase. 3 0

070601. General. FPM Chapthr 304 (relervnce 0701(5. I lolidav Pay. Unless tile appoinhment
(am)) prescribes the condilions; governing em- doct nenis expressly pr)vide for holiday pay, an
ployment of experts and consultants. The civil- experl or consultant employed on a daily basis is
ian payroll office pays experts and consultants not ntmitled ýt compensation for holidays on
based on tile SF 51) data received from the civil- which no work was perforined (Cutnip. Gen.
ian personnel office. IXcisionl B-131259, January 23, 1976) (reference

(p)). The SF CIO data from the civilian personnel
070602. Comrnpensation t0 Ibe Paid. Determina-. office notifies the civilian payroll office of the
lion of tile specifiL rate to he paid experts and prtp,,r holiday pay, by an express statement ihat
consultants, including OILe decisiorn to pay no IIthe viployie is entitled to holiday pay.
cormnpenation, i!s made on an individuldI caSe
basis. The rate for experts and consultants is not 07060oii. Offset of Uniformed Service,; Relired
to exceed the amount authorized by thte statute Pay.. As required by 5 U.S.C. 5532 (reference
under which the individual's services aret ob- (b)), certain fornmer ni'inben-s of the uniformed
tained. Nonrally comnipsalion is equivalent to services i.ore subject to reduction in rtired pay if
salaries in the GS-13 throigh CS-15 range. They em1ployed in the Federal service (including
are, excluded fromn eoiiiheni ii ti it torki geo- vx perts; and consul tanis). The l"em plo nh ; cityitv
graphic adjustment and locality pay. is responsible for notifying the appropriate DFAS

Centir which determines the amount of itireu
070603. Overtime and I.imitat oi oin Pay-, pay, if any, to he withheld (5 (.FR. 5510.601-61)3)
Because experts and consultants gVnerally art' (n.fetrnce (1)) (FIM Chapter 304, paragraph I-6i)
"paid otn a daily rate basis, they ar, ri l ot. citlid tl (n 'lr oct{ (a in)).

nr'ire than the daily ratIe rescribed in the ap-
pSointnment doceuments for vach day of s'.rvice 0706017. IF.xL'ption ft tim lD' al Pay Restriction.
regardlvss Iof the tnoiber if hoturs woriked. 'Ilh. ( e;*ti al i, ain I odividuai is prltdbited by stalute
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from receipt of basic pay from more than one 070701. General. The civilian personnel offirc
position for more than an aggregate of 40 'ours notifies the civilian payroll office in writing
of work in one calendar week. Under one when an employee is found to be legally incom-
exception to this restriction, an individual is petent. The civilian personnel office also sends
entitled to pay for service on an intermittent the civilian payroll office the SF 50 data that
basis from more than one consultant or expeit sht,-'s the employee's separation because of
position, provided the pay is not received for the mental incompetence. The employeie may also
same hours of the arne day per 5 U.S.C. be on an extended leave of absence of which the
5.933(d)(1) (reference (b)). civilian ,ersonnel office must inform the civilian

pavrfl)l office. The civilian payroll office makes
070608. Annual and Sick Leave no payments to tht: employee once it has been

informed that the employee is dcclaw~d legally
A. An expert, consultant, or other incompetent. A claim must be! filed oxi the

employee who servcs; on an intermittent or other employee's behalf before the pay account can be
basis without a prearranged regular tour of duty settled. No specific form is required to file a
does not earn annual and sick leave (5 U.S.C. claimi for amounts due mentally incompetent
63)1 (2)(ii)) (reference (b)), employees or formner employee!;. The claim must

be filed in writing Over the signature of the
13. Anl expert, consultant, or other person cl imn Oil on half Of the in1C0Mpetimi. if

employee who serves onl a regularly prescribed the t'!~im is from other than a guardian or
tour of duty, full-tinme or part-time, does earn commiittee, the Office of General Couns~el should
annual and sick leave, The c,-;ilian pensonnel be consulted prior II- making payment.
office should determine the regular tour of duty
in advance and should annotate Ill- ý.~pjointment A. Guardian or Comw.ittee. The
document s-L~cifically to show whether (lthe initial claim filed by the guardian or committee *
eýmployee eiirns leave (5.' Comp, Gein. 167 (1')78)) of the estate of a legally incompetent employee
(reference (p)) and (5 CF.R. 6,34)) (reference (1)). must be accoi~ipanied by a certificate of the court
The accrual rate is thi- same as for otlicr full-time showing the .Jppointint'nt and qualification of
and part-time Federal employees as dketussed in thieclaimianit asguairdiancor commiiitte.e. After the
5 C.F.R. 6,30 (reference (I)). first I-pynient has ken made, suipseq~uent recur

ring paymcnits iiay Ix, made ito the same payee
070609. Retirement, Life Insurance, and Health without further claim a% long ar theo*ppoint'lment
-Benefits,. An expert, consultant, or other em-Ptoy- as guardian or conililtee remains in eMMc and
ce whose servic(' is intermittent or temporary for the mn~ter is otherwise free from doubt. Subse-
I ye!ar or less 1,; not covered under the retirement que~nt payment vouchers will iniclude a citation
systems and is ineligible tor lifeý insurance and to the voucher upon which tin- initial claim was
health benefits. However, if an eniployt ~:ur- paid.
iv utiy covwerd by n 'tiremin'it, life, ins uria fe, o r
health benefits is appoinited as an intermittent or B1. Other than Guard ian or Commiit:
temporary (full-time or part-time) expert or tee, If a guardian or comnimitte has not been or
consultant without a break to !;ervite or after a will niot bew a ppointed, the imii lal claimt must bX,
separation from the service of 3 days or less:, sup~ported by a swon., statement sloiowig:
cove~rage is continued. 'Io Lontinue life insur-
mnce co veraige for an intm-n L 1--1 Ilhial' 1,.filshl toe

... P. .. t.Yee, . iunam dilLot

there must be an expectation thiat the employee the legally inco~mpetent emlployeeý, if ilny;
will return to the previouIS position onl a full-time
bas is. 2. The name and aiddress of the

pers-on having care and cus!,dy of the legally
0)7M1 LEGALLY INCOMI'l lFNT l-NPl~oY.. incompetent iniployee;

l~iS
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3. That any amount paid to the 2. Enter the following on the
claimant shall be applied only to the use and payroll voucher (such as the DID Form 592,
benefit of the legally incompetent employee; under "OTHER"):

4. That the appointment of a a. "Mentally Incompetent
guardian or committee is not contemplated. Employee." In addition, enter the name of the

proper claimant and capacity in which serving,
070702. Claim Action. Upon receipt of a claim, followed by the name and ý'SN of the mentally
consider the proposed date of separation to incompetent emplvyee.
determine whether compensation is due current-
ly or a payroll voucher for final settlement b. Citation of the designat-
should be processed. To avoid invalid payments ed deposit fund account.
when the employee is carried on extended paid
leave, the civilian personnel office will monitor c. Amount due the claim-
the case for any changes in the employees condi- ant.
tion, and advises the civilian payroll office
immediately. File the claim in the employee's 3. On receipt of a properly
file of documents. executed claim and/or court certificate, prepare

an SF 1049 to effect the disbursement of the
070703. Processinig Claims. The civilian payroll funds from the deposit fund account designated
office may pay claims for unpaid amounts due on the payroll voucher to the claimant. The
legally incompetent employees unless it doubts claimant's name and addt"ess appear on the
the amount or validity of the claim or it doubt,; voucher along with the employee's name and
the claimant's proper entitlement to the payment. SSN, and the pay period. The voucher is for-

warded to the disbursing officer for payment.
A. Any unclaimed, undelivered, or p e*

uncashed salary checks drawn in favor of the 4. Forward a copy of the pro-
employee are to I'e returned to the disbursing cessed voucher to the claimant, A copy should
officer for cancellation and cridit to the appru- also be filed in the employee's file.
priation or fund 4-riginally charged.

5. Include in the final payment
B. The net anmount of any returned any lump-sum payment for annual leave, refund

check is to be postem to the pay record. Adjust- of hind balances, and any other salary amount
S-m ment of the itenms originally deducted from the to which the employee is entitled.

P•i" gross pay is not required if the proceeds of the
check are due the employee. If the proceeds of 6. Rcord in the payroll records
the check are not du,-, prepare an SF 1098, the official date that the employee is declared

k'Shedtle of Canceled ot LUndelivv.nrd Chvcks," legaliy illcompetent. Also, the name and addresi,;
to cancel the check and mc ke proper adjusting of the claimant shall he reor'ded in the paynrll
entries f•r the deductions from gross pay. records.

C. Compute the amiount to i' paid to 017t0704. Proce!;sing Doubtful Claims for GAO
the claimant. Process any further payments due Certification. Do)ubtful elaims shall be submitt,d
the e•aployve each pay period in the regular to GAO following th, procedures outlined in
payroll cycle; for example, payments due when section 0004.
the employee is carried on sick leave.

A. Prepare the voucher for the net
1. Prepare a statement for all amount due a mentally incompetent employee

arrears of pay due. Include the net amount of per paragraph 070703. This voucher (along with
any uncashed checks if the proceeds are due. the required number of copies) is sent to GAO.

After GAL certifies the vouchlr, it will he rn-

20.9
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turned to the submitting DFAS Center for pay- 070802. Actions by the Civilian Payroll Office.
ment.

A. Upon receipt of an official deter-
B. Enter "Local Payment After GAO mination that a civilian employee is in a missing

Certification" on the face of the voucher. GAO status, return any unclaimed )r uncashed checks
adds the name and legal capacity of the claimant to the disbursing area.
on the voucher.

B. The civilian payroll office retain,;
C. Certify the voucher and attach the responsibility for the employee's pay, leave and

following: retirement records.

1. Claimant's legal authoriza- C. The initiation, continuance, discon-
tion, including any certificate of the court show- tinuance, increase, decrease, suspension, or
ing appointment and qualification,; of the claim- resumption of an allotment from the pay and

ant. allowances of an employee in a missing status, is
authorized when that action is in the interests of

2. Claim from the claimant (such the employee, the dependents, or the United
as letter from the guardian, administrator, etc.) States (5 U.S.C. 5563) (reference (b)). Such allot-

men,; shall comply with section 0414. m
3. Statement of the doubtful

aspects and the reason the civilian payroll office 1. Allotments authorized by an
recommends referral of the claim to GAO. employee before the missing status began are

normally continued for the period of absence.
4. Certificate statin~g that the

claim has not been and will not be paid until 2. The missing employee's I 0
certified in the name of the Comptroller General. dependents may receive an allotment of the

employee's pay. Dependent payments cannot
D. Retain a copy of the voucher and exceed the employee's net pay. However, the

supporting documents in the employee's file. needs of the dependents, the number of depen-
dents and their rellionship lo the employee

0708 MISSING PERSONS, CAPTURED OR should bek- considered when determining the
INTERNED payment amount. If possible, reserve a reason-

able amount each pay period to ensure that the
0708(11. General. Civilian personnel who are employee will have funds available upon return.
officially determined to be missing are entitled to
continued pay and allotments front Iheir pay 1). 'I"he pay and allowances of a
under the Missing l'ersons Act (5 U.S.C. 5561- missing employee ill a captive staltus may he
5568) (reference (b)) and the Terrorism Compet- allotted to an interest bearing savings fund
sation Act (5 U.S.C. 5569) (reference (b)). Miss- established by the Scretary (it the Treasury (5
rig status includes petsons: U.S.C. 5569) (nrferenct (b)). Captive status

means a missing status which, as determined by
-- A. Missing; te 'residernt, ari;es because of a hostile action

and is a result of the individual's relationship
B. Missing-in-action; witflie GovIr,, CI.inet' !. All or any portin of t he

employee's pay and allowances may be allotted
C. Interned in a foreign country; to tihe extent that such pay and allowances are

not subject to all allotmenit under 15 U.S.C. 5563
I. Captured, beleaguered, or bIx- (reference (b)) as outlined in pll agraph 070t8(02.C.

sieged by a hostile force;
F. Maintain thc pay account on a

E. Detained in a foreign country pay-period basis, Intclude norrmal deductioins for
against the employee's will. retirement, F'CA, Federal and State inconi', tax

2101

1 M.

. • • - • • • ,



DoD Financial Management Regulation Volume 8, Chapter 07

withholding, FEHB, FEGLI, and savings bond 070901. General. Under 5 C.F.R. 352.301-
deductions in the totals for the regular payroll 352.314 (reference (I)), an einployee who tran-
voucher. Schedule savings bonds for issuance fers to an international organization (IO) may
when the full purchase price has been deducted elect to keep coverage for CSRS, FEGLI, and
on the individual pay rerord. Savings bonds are FEHB. Refer to subparagraphs 070901.A. and
mailed to the pei-on(s) in -.-hose name(s) the 070901.B. for TSP contributinns. 'I he rcilployce
bonds are registered. If not mailable, they are is required to dep(•it the amount of the employ-
kept in safekeeping at the DFAS Center. cc payments for these programs with the civilian

payroll oftice. Employer contributions for retire-
F. Establish a special leave account to ment, inisurance, and health benefits coverage are

restore any annual leave forfeited by an employ- paid by the employee's employing activity. The
ee while in a missing status after January 1, 1965. civilian personnel office notifies the civilian

payroll office in writing when a transferred B
070803. Termination of Absence. a) not sepa- employee wishes 'o keep any e'ie or all of these

rate employees while they are :ntitled to pay benefits.
and allowances und'r the Missing Persons Act (5
U.S.C. 5961-5568) (reference (b)). A. CSRS and C•3RS-Offset emplhyees

who transfer to an IO can continue their CSRS

A. When an employee returns from o retirement coverage. (Note: the CS1ZS-Offset emn-
missing status, the civilian payroll office prompt.- ployee reverts to full CSRS coverage during the
ly vouchers the balance withl'eld from the tran.sfer to the 10.) If an employee transferred
enmployee and furnishes a resume of allotments prior to October 1, 1988, lhe or she can contribute
started and paid in the employee's absence, to the TSP. if an employee trantsferred on or
Charge the accounting classification that was after October 1, 1988, he or she cannot coitribute
current when the pay accrued. The employee to the TSI' (5 U.S.C. 8347(o)) (reference (b)). DI
initiates any allotment discontinuances or change
documents for any allotments which may have B. FERS employees who transfi-r to

7 been started or changed during the absence. The an 10 arc eligible to continue their reti;ernent
civilian payroll office pays future salaries using coverage under special procedures if they contin-
normal payroll lprocedum~s. ue Social Security coveragi, (the CS16 and FE1S

lHandbook for Personnel and Payroll Offices, i
B. When the employee returns from Chapter 12) (reference (ac)). Since such employ-

missing status, furnish a statement of the special ces are covered by FERS, they can conlribute to

leave account balance to the emIployee's civilian the TSP.
personnel office. The employee elects in writing
whether payment or credit for the leave is de- (1709(12, Computation of Payments
sired. If payment is requested, make the pay-
ment at the employee's rate (of pay in effect A. Compute amounts for retirement
when the leave was forfeited, and FEGLI on the rate of basic compensation the

employee was receiving at the time of transfer.
C. Upon receipt Of official notice Of If thu:xe amounts are chaný.,vd by law Or regula-

the employee's death or presunmLd death, take lionis while an employee is serving with ail 10,
actions Outlined in section 0705. recompute the amounts based on notification

fnint the civilan. pene! office and notifyh,

1). C!-.rge the pay adjustmient or final employee and thle I1) (if applicable) of thle effec-
settlement, including local allotiment pa,'menls to tive date and new amount,
dependents, to Ihe appropriated fund account
which bore the employee's salary. B. Compute FEI-IB oni the cost of the

plan of the employee's choice. If the enrollment
1)0709 EMPLOYEFES T'IRANSF.IRRlID TO cost changes while the employee is serving with
INTERNATIONAL, ORGANIZATIONS an 10, recompute the amount based onl notifica-

tion fron the civilian personnel office and notify
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the employee and the 10 (if applicable) of the uses a copy of the SF 1150i to recredit sick leave
effective date and new amount. and annual leave, if applicable, If the employee

accepts a lump-sum paVment Lnd is reemployed
C. When tlhe SF 50 data is received within 6 monthis after transfer to the 10, the

showing a step inckease, or general pay increase, employee must refund the amotuot of the urnp-
recompute the amounts due under subparagraph sum (FPM Chapter 353, paragraph 3-4b) (refer-
070902.A. ence (am)).

070903. Time of Paymenrt. The civilian person- 070906. Equalization Allowancs. Section
nel office advises transferred employees to make 3582(b) of 5 U.S.C. (reference (b)) authorizes
payments promptly for each pay period. How- employees transferred to an 10 the payment,
ever, payments are considered current if received upon reemployment, of an equalization allow-
within 3 months after the end of the pay period ance if the 10 pay and other monetary allowanc-
crivered by the payment (5 C.F.R. 352.309(')) es are less than the employees would have
(reference (I)). The civilian payroll office advi"Lts received had they been detailed from their
the civilian personnel office (and carrier for Federal jobs (5 U.S.C. 3343) (reference (b)). For
FEHB) of any delayed payments. Failure to conditions of entitlement, see 5 C.F.R. 352.310
deposit payments on time ends the employee's (reference (1)).
coverage.

A, The equali,,ation allowanreapplies.
070904. Accounting for Payments. ADD Form to employment with an 10 which occurs after
1131, "Cash Collection Voucher," is used to December 29, 1969.
deposit, into a deposit fund established for such
purposes, amounts, received either frorn the B. Emiployues trans.ferred to an 10 are
individual or the employing organization. AnSF entitled to be paid an amount equal to thL O
10,41, "Voucher and Schedule of Withdrawals difference between the pay, allowances, post
and Credits," is used to transfer the employer's differential, and other monetary benefits paid by
contribution, if required, from the appropriation the 10 and the pay, allowances, post differential,
which would have been charged for the employ- and other monetary benefits that would have
ec's pay to the proper deposit fund account, been paid by tile Federal employer had the
Total amounts (employee payments and contri- employees been detailed to the 10 under 5
butions) arte included on the current SF 2812, or U.S.C. 3343 (reference (b)):
prepare supplementals, to make the total pay-
ment to OPM. Tile employee's SF 2806/3100 is 1. On reeinployrnent, or
pusted with the total annual retirement costs
paid by the employee. The employee's status is 2. 01 death, if it occurs while
shlwn in the Remark. section. An SF 2806/3101] trlmnftrrrd to, or during the period after separa.
is kept for tile entire term of employment by the t'on fi'om, an 10 when the employees are exerci..
10, unless OPM asks for it. ing, or could exercise, their reemployment rights,

or
070905. Leave Account. Employees who are
transferred to an 10 may elect to receive pay- 3. If the employees catinot
ment for accumulated annual leave or have it exercise their reemployment rights because of a
remain to their credit until they return to Federal disabilty incurreud while transferred to an 10.
emn1ployment. Employees may also request
payment at any time before reemployment. The C. To determine the difference, the
civilian personnel office sets the date of separa- Secretary of State defines pay for the Federal
tion to allow employees to use all accumulated Gowvrnanent as the amnount paid an employee -
annual leave that might otherwise be forfeited, after deductions of Federal, State, and local taxes
The civilian payroll office prepares and delivers (5 C.F.R. 352,310(a)(1)) (reference (1)). Pay for
an extra copy of the SF 1150 to the employee. lOs following the Common System oIf Sa!aries
Upon reemployment, tlhe civilian payroll office and Allowances oif the United Nations and
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Specialized Aj,encies is the amount paid an 0710 EMPLOYEES TRANSFERRED TO
employee after deduction of the staff assessment. STATEI LOCAL, OR INDIAN TRIBAL GOV- 0
Pay for other 1Os is fhe tax-free pay plus a pro ERNMENTS OR TO INSTITUTIONS OF HIGH-
rat-W amount equal to the corresponding United ER EDUCATION AND OTHER ELIGIBLE
Nations staff assessment. In cases when pay is ORGANIZATIONS
subject to Federal, State, and locl taxes, this is
the pay before deduction of the taxes, 071001. General. Part 340 of 5 C.F.R. (reference

(I)) contain information regarding temporary
D. Allowances,, post differential, and assignment of employees between executive

other monetary benefits are defined by the agencies and States, Iccal governments, Indian
Secretary of State as follows: Tribal Governments, institutions of higher educa-

tion, and other eligible organizations. An
1. Federal Government. The empicyce's pay and leave provisions are in the

amount that would have been paid under 5 employee's assignment agreements. If procedur-
U.S.C. 5921-5925 (reference (b)), applicable provi- al problems arise in complying with the assign-
sions of Chapters 1VA, 200, and 5(10 of the DSSR ment igreement, contact the civilian personnel
(reference (t)), and implenmnting agency regula- office.
lions had the employees been detailed to an 10
onder 5 U.S.C. 3343 (reference (b)), 0711 EMPLOYEES WHOSE WHERE-

ABOUTS ARE UNKNOWN
2. 1Os Following the Common

System of Salaries and Allowances of tne United 071101. General. In tile event an employee's
Nation., and Specialized Agencies. The amount whereabouts is unknown and payment cannot be
paid under pertinent provisions of the Staff made to the employee, the amount should be

"" Regulations and Rules of the United Nations and transferred to a suspense account. If the nioney
* Specialized Agencies. is still unclaimed after 1 year, transfer the a S

amount to the deposit fund account 20X6133
3. Other lOs Not Under the (Paylnent of Unclaimed Monies).

Common System of Salaries and Allowances of
the United Nations and Specialized Agencies. 0712 AIR TRAFFIC CONTROLLERS
I The amount paid under pertinent conditions of
service applied by the organizations as deter- 0171201. Retirement. Air traffic controllers have
mined to be appropriate by the releasing agency a unique retirement deduction percentage for
with the concurrence of the Secretary of State. CSRS and FERS employees. These rates are

published by OPM (the CSRS and FERS Hand-
E. Travel and subsistence expenses, boxok for Personnel and Payroll Offices, Chapters

tran.;portation (f effects, and leave are not con- 30 and 46) (reference (ac)).
sidered monetary benefits for equalization allow- D
anice. 071202. Leave. l,eave accruals are based on

guidelines published in 5 C.F.R. P'art 630 (refer-
F. In exceptional circumstances when ence (1)).

a hardship or an inequity would otherwise
occur, the Secretaiy of State, on the ncolnlenr- 071203. Overtime Con1ultatiOl. FIor an eln..
dation of the head of the agency, may specify ployee who occupies a non-managerial position,
allowd'IcL.s oi other monetary benefit- ins.t,,ad of, the overtime rate, of pay is an amount equal to
or in addition to, those specified above, one and one-half times the hourly rate of basic

pay of the employee. The entire amount is
G. Thew payment of equalization considered premiumn pay. To be eligible for such

allowance is chargeable to the appropriation pay, the duties of a non-manager's position must
current at the time of disbursement and is sub- be critical to the immediate daily operation of •
ject to Federal and State income lax deduictions, the air traffic control :;ystvm, directly affect
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aviation safety, and involve physical or mental 071402. Eating and Sleeping. Adequate sleep-
strain or hardship. ing facilities must be provided for employees in

order to exclude sleep time in calculating pay
0713 PERSONNEL ON LONG TERM FULL- entitlements. If an employee cannot get an
TIME TRAINING aggrwgate of 5 hours of sleep because of employ-

ing activity-initiated interruption, the entire sleep
071301. General. Long term full-time training period is considered actual work time. For all 24
is defined as a training period of 120 consecutive hour shifts, the two-thirds rule shall apply. This
workdays or more (5 U.S.C. Chapter 41) (refer- means that unless actual eating and sleeping
ence (h)) (5 C.F.R, Part 410) (reference (1)). Em- time of less than 8 hours is documented on the
ployees on long term full-time training are employee's time and attendance report, 8 hours
authorized payment of salary. shall be deducted from scheduled hours to

determine actual hours worked. When an
071302. Leave. Leave is reported via the time employee takes 24 hours of leave, 8 hours of
and attendance reporting mechanism and is eating and sleeping time for that employee are
administered as follows: deducted from actual hours of work under

FLSA. Eating and sleeping time for days of
A. Annual Leave. Personnel on long partial leave must be documented on the time

term full-time training shall continue to accrue and attendance report so that actual hours of
annual leave. Ordinarily, an employee will be work are shown. Eating and sleeping time
charged with annual leave during school vaca- scheduled during leave periods shall be added to
lion periods which fall on Government work- total eating and sleeping time so that total hours
days, unless he or she returns to the work site or of actual work and total hours of eating and
has made documented arrangements with nis or sleeping time will be shown. If an employee
her DoD point of contact to be actively involved works an additinnal 24-hour overtime shift, 8
in academic work. These docunented arrange- hours of eating .id sleeping time are deducted
Sments should be accomplished well in advance unless otherwise documented as worked. If the
iof the vacation periods. Annual leave charges overtime shift is less than 24 hours, no eating

dereported to the civilian payroll office on the and sleeping time is deducted.
employee's time and attendance report.

071403. Leave and Overtime. If leave is taken
B. Sick Leave. Personnel on long during a workweek, leave hours are included as

term fuli-time training shall continue to accrue actual hours worked under FLSA. However,
sick leave, Sick leave should be charged when actual hours shall not include scheduled eating
the person is unable to attend classes due to and sleeping time for a 24-hour shift or docu-
illness, Such sick leave charges are reported to mented 2ating and sleeping time for partial days
the civilian payroll office on the employee's time of leave. Overtime computations are based on 0
and attendance report. 40 hours per week instead of 80 hours per

biweekly pay period.
0714 EMERGENCY MEDICAL TECHNI-
CIANS (E"MT) 071404. Premium Pay. The amount of the

premium pay for the irregular tour of dtity shall
071401. Tour of Duty. EMTs work a special be determined by the civilian personnel office
tour of duty of 24 hours on and 48 hours off. and reported on the SF 50. EMTs who are

Schedulesand. changes to tours.of duly for E, ITs employed as intermittents are not entitled to
working irregular tours must be on file in the premium pay on an annual basis, nor are they
employing activity/timekeeper site. Eating and entitled to paid leave. They are paid under
sleeping time must also be documented. The regular overtime rules.

hourly rate is multiplied by 40 hours, and the 0
base pay and premium pay is based on this 071405. Refer to FPM Letters 551-1, 551-14,
"weekly r'ate regardless of the hours in the sched- 551-22, and 551-24 (reference (q)) for further
uled tour of duty for that week. guidance.
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0715 LAW JUDGES under 5 U.S.C. Chapter 55, Subchapter V (refer-
ence (b)).

071501. Administrative Law Judges
B. Deductions

A. Authority. Under 5 U.S.C. 3105
(referencc (b)), the DoD appoints as many ad- 1. Judges under CSRS are re-
ministrative law judge!- as are necessary for quired to contribute 8 percent for retirement.
proceedings required to be conducted in accor- Judges under FERS have the same deduction rate
dance with 5 U.S.C. 556 and 557 (reference (b)). as other FERS employees. See the CSRS and
Administrative law judges are assigned to cases FERS Handbook tor Personnel and Payroll
in rotation so far as practicable. These employ- Offices, Chapter 30 (reference (ac)).
ees may not perform duties inconsistent with
their duties and respons ibilities as administrative 2. The FEGLI for the judges is
law judges, based on Level II of the Executive Schedule.

B. Pay for Administrative Law ludg- 3. The judges are subject to the
es. Section 5372 of 5 U.S.C. (reference (b)) estab- Social Security/Medicare maximum salary
lished the administrative law judge pay system. limitations.

The minimum rate for administrative law judge
positions is set at 65 percent of Level IV of the 4. Judges, upon becoming i
Executive Schedule and the maximum rate is set eligible for retirement, may, under the provisions
at 100 percent of Level IV of the Executive of 10 U.S.C. 945(i) (reference (ba)), elect to retire
Schedule. The administrative law judge posi- either under CSRS or FERS (if they otherwise
tions; are (lowest to highest) AL-3, Rate A; AL-3, meet the conditionls of those systems) or to
Rate B; AL-3, Rate C; AL-3, Rate 1; AL-3, Rate E; receive a retirement annuity under 10 U.S.C.
AL-3, Rate F; AI,-2; and AI.-I. Article 145 (reference (ba)). p

t71502, U.S. Court of Military Appeals ludges. 0716 AUXILIARY CHAIPLAINS
The U.S. Court of Military Appeals is established
under Article I of the United States Constitution, 071601. General. Civilian clergy may be as-
and 10 U.S.C. 941 through 946 (reference (ba)). signed to perform essential religious services of
The judges of the court are appointed by the the chapel program that are beyond the staffing
President of the United States with the advice capabilities of the Armed Forces chaplains.
and consent of the United States Senate for a These auxiliary chaplains normally perform their
term of 15 years. The court consists of five services on military installations, except for
judges. The court is located for administrative emergency ministrations. To serve as auxiliary
purposes in the DoD, The judges are employees chaplains, civilian clergy must be ordained or
as defined under 5 C.F.R. Part 213 (reference (1)). accredited by a faith group the Armed Forces p
They are not considered senior ,fficials or ad- Chaplain Board recognizes. They must nmiet
ministrative law judges. The salaries of the those additional qualifications required by the
judges are equal to that of the judges of the Armed Forces.
United States Courts of Appeals (that is, General
Schedule Salary Table, Schedule 7, Judicial 071602. Appointing and Paying Auxiliary
Salaries). The maximum annual salary is that of Chaplains
Level I of the Executive Schedule.

A. Auxiliary chaplains may be ap-
A. Fntitllinents. The judges are pointed by the civilian personnel office on a

entitled to regular base pay only. They are 'when actually employed" basis. They are paid
excluded from the leave provisions by 5 U.S.C. on a fee basis from the employing activity's
6301(2) (reference (b)). As Federal judges under appropriated funds for civilian personnel (such l
5 U.S.C. .5541(2)(i) (reference (b)), they art, also as Operation and Maintenance funds). The
excluded from thl provisions of premium pay civilian personnel office may appoint such
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chaplains under the authority of 5 C.F.R. Part
213 (reference (J)).

B. Additionally, the installation
contracting office may obtain auxiliary chaplain
services under non-personal services contracts.
Auxiliary chaplains placed on a non-personal
services contract are not paid through the civil-
ian payroll system. They are paid through
commercial accounts.

C. Work Schedules. Auxiliary chap-
lairn, employed on a "when actually employed"
basis have no work schedule. They are paid for
religious services performed.

D. Absence and Leave,. There is no
entitlement for leave.

E. Enlitlements. The pay scale for 0
auxiliary chaplains is determined by the employ-
ing activity's civilian personnel office. Because
chaplains are excluded from the definition of a
GS employee in 5 U.S.C. 5102 (reference (b)),
they are also excluded from the entitlement to
interim geographiC adjustmenl.s. Lkcial Securi- 0
ty/Medicare taxes and Federal intcmne tax with-
holding are made in accordance with the tax
documents filed by the chaplain. .1-k)cial Securi-
ty/Medicare taxes and Ftederal income tax with-
hotlding do not apply to chaplains under non.
personal survice contracts.

I

II
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CHAPTER 08

UNDERPAYMENTS AND INDEBTEDNESS

0801 UNDERPAYMENTS 4. Employees who are placed in
an LWOP status for payroll processing, and

040101. Salary underpayments .to civilian subsequently substitute advanced leave, annual
employees or former employees resulting from or sick, and/or donated leave uponl certification,
errors (such as in computing the Federal with- The commanding officer/director, after review-
holding tax, retirement deductions, Social Securi- ing each case for hardship, may request a special
ty /Medicare tax, rate of pay, or in reporting time payment for employees piuvided tilt 90 percent
and attendance) may be corrected by increasing guideline has bleen met.
or decreasing the pay factors affected on the first
payroll prepared after the error is discovered, 1B. Requests for pcirtial payment of
Salary payments to civilian employees shall 1-e salary before thie regular payday shall no[ bu
made in accordance with the time and atten- honored,
dance reported and certified by thlt employee's
supervisor. Time and attendaiize reported which C. Specii al 1ynie'its ir overtnime
is less than an employee's normal work schedule worked but not reported and, therefore, not paid
shall be- presumed to accurately reflect. hours of in thle corresponding pay period shall no( lbe
work and nonwurk. Employees or former allowed.
em11lloy~e" who believe they have not be-en
credited with pay due thenm may follow thet ID, Employees ,;hall receive payment
claims procedures pruscribed in section 00014. delpending upon the nomnial distribution oif their

ni-t pay. Ali EFT submission shall be sent to tile
1(NO1)12. Special 11ayments, Salary underpay- employee's financial institution or a hard copy
mntons to civilian employees may be corrected by check shall be. express mlailedl to thle emplo1yee at
maiickng special payments to employees, that is, his or her address iif record. P'ayment shall be
pa y'ments to employees other than through released by thle close of businiess the following
normial payroll processing. work day after thie documentation required to

substantiate payment has benreevety h
A. The primary guide~line for mnaking civilian payroll office. P'aymniets to beneficiaries

a special payment (for anl underpayment) is that s;hall be' made via hard copy check and mailed to
thi'enp l'111yve m ust h a ve received less than 91) the add zess ofrecord. 'The fo llowing docu ion-

piercent of hlis. or her re'gular biweekly pay and tation is required It) substantiate paymniet:
allowances, Special payments, shall he tnadi' for
thie following reasons: I. Bi te ficia vies; 111,1 y request I

specialI payment by se-nding a letier, to the
1. 3onefic ia ry pay men ts, Upon ciVilianl payrol IO ffice, stating that pa ymenlt is,

request. needeid to de fray vxenses. I i's~c lpaymen:t
s hal Ithi issuted pro v id ing the civil ian p'ayro~ll

2, Emnployee., who are errone- office has,, received all the docunientation to
ousLly oin it ted from the payiym I. sup po rt th e clia Liri om thi't c iviIi an personnel

office, 'ithe civilian pa yroll office forwards a
3. Emiployees who are paid for payment voucher and be~nefiuiary! s requi't to thle

less than 901 percent of their mg u tar hi weekly dii ~u r!ii ig Oftiee for Iv payrneI-11

pay and allowances, when a special payment ig
requisted by the commanding officer! director of 2. For anl individual erronvouslyb
their emphloying activity. ominit ted fro m t lie payro ll, an SF 5(1 veri'ifyin rig le

rid ivid Lid l's e mphloymen t anmd tilt(-* *r P '
req(uest, IT-erifyini; thV 11umber1V; Of iuui '; the
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employee worked together with sourer docu- 2. Ler;s than 90 percent of regu-
ments to support deductions, are needed to tar biweekly pay and allewances received. The
support payment. emplolyee is entitled to i Sw difference between

what was paid and what should have been paid.
3. For employees paid for less Thre civilian payroll office shall deduct additional

than 90 percent of their regular biweekly pay amiounts for applicable Rin~es listed in subpara-
and allowances, a copy of the timec and alten- graph 080U102.17. unless previous payroll process-
dance report or corrected tinie and attendance ing has satisfied thle deductions. The employee
report, and a request by the commanding offi- shaO hoe responsible, for any existing voluntary
cer/director are required to support paymnwnli. allotmients that were not deducted during previ-

ous processing. All deductions aiid withhold-
4. For employees placed ii' a ings shall rosumle till fcllowirig pay cycle.

LWOP status and who mevet the primadry 90
poccent guideline, time ind attlendlance certifien, 3. Final special payment. Emn-
will provide corrected tim-n an~d attendlance 1'toyoos who received thneir final pay as a special
reports and thle commanding officer.,; request to Iraynreo21t should bel paid grorss entitlements less
flth, civilian payroll office to support payrierlits. all roqrrired ded uctioins and widthholdings of

loofs lis ted iii subpar',;gra ph O~HO~ 1012.1'. Addition-
Ei. DFAS civiliabi payroll offices shall all1y, tlte er1111op yee may receive a payment for

use DO) Form 592 as a gross-to-net vouclihri for accrued savings hood balances for which bonds
special payments. ha4ve not1 been iSSUEdL. The empirryee is i'esponsi-

ble f ot' voluntary a11141toCIIIlS. TlW Ciemployee's
I . Ctor ilP)u tat io ii of Spec ial I I'a yrn I'r uIIItS. fila rutily is suobject ti withiholdings to liquidate

Special payments ,;hall be conlipiLevd using thre allry urrr1Sa listid Governmoent inidebtedness.
gros -to-net mnethod. C ross5-1(-not payme rn Is

reen te oosenli lri I dethe employ- 4. P ro cess in g of specia pay-
ee less any requoiirdded -ucthions aild Withhiiold. mirrson made Jafter he1 last regul ar pay perinod of
ing-. [educt ionS and will hr d di ogs ima y lie oto 111 tlre y yr ar, butI he Sre thec end of flthe ca lenda r
Mretireent (CSRS and FlEliS); Soý.cial Se-curity anld yen'1
Medicare; IFed eralI tax; hea It1h be ire fi IS pc u
groupl life insurance prIVoii uns (badsil an0 0j)- ai. Federal, State, and local

* ionat); Sta t tax; city or, local tax; '1St; 'I151' roan Ia XI'j;, Sr cia SeCU-it.y, a ird Medicare withheld
repaymient; i nd ebtcd ness; orit it a ry !try icr cred it tf-il) mi'ci' it a ymeinits madeo a1fter thet last regu-
di-po si ts; and garnislimeitllis. I )d uct ionr s anrd Ia r 1,ry drip, but hi'fori flu-th end to flthe ca lrnda r
withholding arminunts arid the aplk~ialilr appro- yvnasrai he torrwardedt i to[ire applicable offices
liriltirims shall beK annotated rill f1lit ayinitlt &~S SrOMI OS 1)rrrsIhlr' a11te' the( end nif the Year.
vroucher' for direct dishuro'immuawt, 'I'll frollowing, (N4iili: Whirr ciirilirinrg or imiakiiig dedtuctions-
irirced ofres a re afpplica blu fo rrstints)eirI Ii ýOId S(Iicriity, tIJr civilianl jIayrrit rOffice

paymnt~l prOCSi iusig: shrall tno;irei thlLer oniryne has on[i reached
oraXirrrtrrr %vi Itlrrildirigs frir flte year.) If the

1. No pay wtceived. 'Tlrr r-io- Pbrnir 810Il), 'Fcderal 'Tax De'posit Coiupon," for'
pilnyc'e salt~ hev paid gr-oss eiit it ~leIrruIS I~sS tlIW La';1 reguklar' )ayirdtl trs no it ben forwarded,
applpticable rded uctio ns anrd witihr rld irigs I is led iii I Ii civiliarn payro ll rofficre shiall increase thet!
so bparalgraph tWrI1,1102.F. 'There shiall Oa 'I lie airy viiC14 111011I frodiii rs 010' SI)Ier Cla IMpyren tIs anrd
duductiorin for vroluntary daliritients, and, savinlgs tIl' WitlitrrilltiriS, If [iron '111809 has already been
binds. 'The ernptoyee is res p1 n~vihlt fo r anly so lhiii iiItd, ditinci' Li~ii ail pay rr ll Office shadll Use
existing voiluritar'y allotments. All deductimons airirvolruehr 143i11eprr'I tlite special payments
arid withholdings shill ri'sume tlin frollowing pay dir

1
0O ti witlroldurfirgs. If tIhe Foirms; W-2 have

Cycle, including vnoluntary atlirtirrerits aird say- liii 'ui'ii lui'imtrd, thn' civiliani payroli oiffice shall
ing; hrbonds. 11IACn'ss 1iliilaiteS 11) 0i'.i;11-1- slec~ial paynients are

jirrelodidlii i r' tri!;Irii'y trilals for SUb)seqIuent
k)1-rir W '2 jirirrilog. If Furorils W-2 Iravn. been
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printed, the civilian payroll office sho'.Od issue 3. Supplemental Payments
Forms W-2c. (Awards, Lump-Sum Leave, Separation Pay

Incentives). Supplemental payments shall be
b. Process an SF 1081, taxed at tile flat withholding rate of 28 percent if

"Voucher aid Schedule of Withdrawals and taxes were withheld from regular wages during
Crcd its," to correct an employee's CSRS or FERS the last preceding payroll period in which wages
retirenTtent deductions withheld from a special were paid within the same calendar year. If
payment. Input the SF 10181 during the ne -pay taxes wer! not withheld from those wages, the
cycle to correct both the prior year-to-dlate and current W-4 ra~te should be used.
cumulative retirement deductions and thle cur-
rent year opening balance. 0802 INDIBTFD)NFSS

C. Special payments for TSP (180201. General
participants are subject to TSP deduction.,; pro-
vided thle employee has not reached the maxi- A. The ~DO shall promptly collect
mium deduction or contribution level established indebtedness due thle United States in accordance
by law. TSP deductions withheld from special with the Debt Collection Act of 1982, P.L. 97-365,
paym~ents after the list regular pay date in the as, amiended (reference (e)), the Federal Claims
pay year, but before the end of the calendlar Collection Standards,, 4 C.FR. Paris 101-105
year, shall beý combined with the next pay cycle (refereceic (141)), S C.P.R. Parts 179 and 5501
for reporting and submission to NFC. (Subpart K) (reference (1)), and lDoL Directive

70)4.9.13 (reference (v)). Volume 9 of this Regula-
G. Since a special payment is anl off- tion should also be consulted regarding indeht-

line process and employees do not receive a udniess and debit collection, There are four ways
regular LES, thle civilian payroll office shall ito collect debts owed ito the United States by
provide Informationi to the employee of the( Civilian emlployees: *
effects of the special payment.

1. T[lie employete cimsonts to Pay
H. Taxation of R~etroactive Paymenets o1' permi~ts withhold .ng from pay;

I . Time And Attendance. All 2. Thle Government collect~s
timev and attendance rotroactive transLactions shall inivolunitarLily from tlie eniployvv's current salary
be taxed using thie current W-4 rate, Combine oir pay lwirt' dUtllori/Ad hy statute;
the retroactive wages with tile ,,agvs froml thle
laist pay period prior to the current to determnine. 3. Thet Government collects
thle basis to recompute tax withholdings. Rt-coni involuntarily by offset from any other amounts
pute the taxes and determine thle retroactive tax payat'b' to thle enlipilhyci by the Government
withholdings b ' subtracting the taxt-s witlhheld wheni a uthorized by statute,; or
during the lamt paiy perliod from tile recomputed
taxes,. 4. 't he Government files suit in

court agailist tile vinplo yce..
2. Retroactive Wage Increases.

Retroactive wage increases shall be considered as 13. When specific statutory authority
- ppuvl,mi1wntall Wa'v.5 do taxed at thec flat 28 exists for the collection of a particular debt, thleP

pvrvent rate if taxes were withheld fromn regular provisions oif that statute and its implementing3
wages during thec last preceding payroll period n1''g JIMl~IOIS Must be used in determining theq
in which wages. were paid within flth! same applicable collection pro~cedures (64 Comip. Gen.
calt'ndar year. If taxes were not withheld from 142 (1984)) (reference (p)). Whe-n a miore specific
those regular wages, the current W 4 rate should statutec thiat authorizes collection in a particular
be used . case dots, not exist, the collection authority of

eithevr 5 1 .S.C. 5514 (reference (b)) for, offset fromn

29current pay or 31 U.S.C. 3716 (reference (d)) for
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offset from other amounts due, as appropriate, is 1. Deb ts to the employee's
used to collect debts to the United States. vioiphiying agency or department.

1. Section 5514 of 5 U.S.C. 2. Debts to other DOD Compo-
(refe.,ence 03)) authorizes collection from those nents.
civilian employees who are indebted to the
United States. Gvnerally, thle amount deduLted 3. Debts to other Federal agen-
may not exceed 15 percent of disposable pay (as dies.
defined in subparagraph OW083)7.11.2.) unless thle
employee provides written consent that a greater 1)42(12. Ovvirriayments of Pay and Allowances
percentage inay lie deducted. The employee
must be provided an opportunity for a hearing, A. OverpaynmenLs toem-plo~yees result
in addition to other due process requirements, from such causes as errors in computing Federal
before offset is initiated. See section 0803 for withholding tax, CSRZS or FERS deductioits, or
processing collections under this statute, Social Security and/or Medicare deductions,

improper rates of pay, errors in reporting time
2d) 2Section 3716 of 31U.S.C. worked, and erroneously accrued annual leave.

(rfeene d) utorzs olecio Adbt fo Tes my edicoerdboth inieadoutside
fia ~yand Wlump-sum leave p~aymlentsN Of the civilian payroll office. Tile head of each DoD

civilianI emplo11yees. This Statute is, inl ef'fect, a civilian payroll activity has thle overall responsi-
catchall provision that applies only when there bility for ensuring that all overpayments are
is no other offset statute available. There is no recovered from thle recipients or thak other
limit onl the maximum rate of collection under appropriate- disposition, such as waiver of thle
this statute, and all money payable to a pers~on indebtedness, is acconplished, HeI or she is also
by the Governmevnt is subject to offset, See respontsible for ensuring that employees arm
par~agraph 080309. for processing collection.-; afforded all legal rights relative to the indebted-0
under this statute. nes~s aisiiig froin overpayments. These responlsi-

bilities miay be deleg a td to an11o) hivi a ppropria Ie
C. Under 4 C.F.I{. 10]23(h)(5) (refer- official.

Vince (Iib)), salary or administrative amounts pay-
able to employees will be involuntarily offset Bi. Thle following, deibts are not autho-
I befors, initiation of', or at any timet d uriing, d u', riZe'd as palyroll deductions:
proces's procedures if failure to take the offset
would substantially prejudice the CiVilian payroll 1. Collection (if debts to private
office's ability to collect thle debt; time before creditors,, exceplt as, authorized by P.L. 103-94,
ilaynri-i't must be made does not reasonably 'I latch ALI Reform Amiendments of' 1993" (refer.
permit comipletion of the pmuced res; and such ence e.
p rioir offset is priom ptly followed by dwti procitess
p0 iced u res. 2. Contributions to charities,

ex)cept as a utliorized in subp.. ragraph 041402.J.
1). When an employee owe-s lioon

than onle debt to the United States, deductions 3. Payment oif insurance pnemi-,
curi-ntly being made shiall normally Lontinue urns, except as authorized in subparagraphs
until the debt is pa4id. However, the civilian 1)41 402.C. and D)., international agreements, or
p~ayroll office %hall change the priority oif the( arrangeentils with foreign Governments,
de~ductions when necessary to ensure maximum
aimounts are collecteLd before any statute of 4. Payment of dues to civic,
liminitathions expi res. Debts owed by eninph iyew to fraternal, o~r other organiiiia tions, except as a u tho-

Siore than one 12 i) Compineprnt or Federal rized iii subp aragraph (141 40121.
dginly Sh61ll he 1colleCted ill the following priori-
tv SUtlnenel,: .5. ColIlec tion of state aiid lo-

cal/city tax indebitedness.
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6. Collection of debts owed to B. The Federal Employees Health

NAF instrumentalities. Benefits Handbook for Personnel and Payroll
Offices (reference (h)) states that a reasonable

0803 RECOVERY OF OVERPAYMENTS OF installment rate to liquidate the debt should not
PAY AND ALLOWANCES FROM CURRENT be set above 25% of the employee's net pay

DoD EMPLOYEES unless the employee requests a highe, rate, or
the expected period of continued employment is

080301. General. The authority to collect such that a higher rate is needed to complete
overpayments of pay and allowances resulting recovery in the time available, If processing

from civilian payroll operations by salary offset delays exceed 4 pay periods, full due process
is 5 U.S.C. 5514 (reference (b)). The civilian pay- procedures prescribed under 5 U.S.C. 5514 (refer-

roll office: ence (b)) shall be extended to the employee is
outlined in section 0803. The Federal Employees

A. Computes the amount of the Health Benefits Handbook f')r Personnel and -
overpayment. Payroll Offices (reference (h)) contain, the proce-

dures pertaining to debts arising from the pay-
B. Notifies the civilian personnel ment of health benefit premiuni:; for periods of

office immediately if corrective personnel action nonpay status or when salary is insufficient to
is required. Continued payments of erroneous cover the required prmiums,
pay and allowances shall not be authorized. 6

080303. Notification
C. Provides the employee due pro-

cess before collecting an overpayment of pay and A, Under the provisions of 5 C.F.I.
allowances paid by the civilian payroll office. 550.1104 (reference (1)), the civilian payroll office

or the official responsible for collection of the
D. Corrvt ts the employee's records debt shall issue an appropriate written demand S 4,

when appropriate, for voluntary lump-sum payment. The demand
letter shall he i;sued as soon as possible follow-

080302. Debts for Health Benfits or Life Insur- ing the discovery of the overpayment, and shall
ance Covernwe request that the payment be made within 30(

days from thei date of the letter. Debts not paid

A. if an employee elects coverage or by the datl specified in the demand letter are D
changes covetagc in a Federal benefits program delinquent unless other satisfactory payment
(e.g., ihth FEH1B or FEGLI program), and the arrangemenits have been made by that date, or if
amount to be collected accumulated over 4 pay am any lime later, the eml+-oyee fails to satisfy
periods or less, then under 5 C.F.R. 550.1104(u) obligatinms under a repayment agreemnt-n. Otnly
(reference (I)) all deductions pertaining to the. one wriltten demand is required. The civilian
period of coverage may be made without the payroll office or tlhi official responsible for 0
necessty of affording the employee full due collection of the debt must be able to demon-
process (written notification, opportunity for a strate that the employee has received the de-
hearing, etc.) under 5 U.S.C. 5514 (reference (b)). mand letter, Therefore, if hand delivery and
In such ca.es the civilian payroll office notifies execution of a receipt is no. practical, a certified
the employ.e eiti,-, coi.current with or in ad- or registered notice with return receipt requested

vance of the actual collection, thot bUca1SVe Llf the 0imild he used. Care must be exercised to
employee's election, future salary shall be re- ensure that the letter is either mailed or hand
duced to cover the period between the effective delivered on the same day it is dated. When
date of the election and the first regular with- employees are given time limits to rmply to
holding, and that the employee may dispule the civilian payroll office correspondence, 15 addi-
amount of the retroactive collection by notifying tional days will be allowed if the correspondence
the civilian payroll office for resolution of the must go through non-U.S. mail systems. See .
dispute. The requirement for notification may be Figure t8- I for a copy of the demnand letter and
met by an appropriate notice on the IES. Figure Hi-2 for a sample voluntary repayment
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Sagreement. The letter must contain the following 9. A statement regarding the
information: employee's oppkrtunity for a heiring on the •

detdternination concerning the existence, or the
1. A complete statement of facts amount, of the debt; or when a repayment

showing the origin and amount of he debt ,and schedule is etablished other than by written
the basis on which the determination of indebt- agrement, a hearing conicerning the terms of the
edness wa- -nade; repayment schedule. Also advise that a request

for a hearing on either the existence of the debt, 9
2. A request that dhe debt be the amount of the debt, or th2 repaymeiit sched-

repaid by check or money order within 30 days ule must be made in writing within 30 days of
of notification; the receipt of the notice of indebtedness or

within 45 days after the receipt of fhe records
3. The intention to collect thL relating to tlhc debt, if such records are requested

debt by means of payrroll deductions if payment by the employee; l
is not received wilhin 3(1 days;

10. Notice if a hearing is given,
4. The amount, frequency, pro- the right to recive a written decision from the

posed beginning date, and duration of the de- official holding the hearing within 60 days after
ductions; the tiling of the petition unless the einployee

requests and the hearing official grants a delay 5
5. An explanation of policy con- in the pIoccedings;

cerning interest, penalties, and adminitrative
co)sts, including a statement that such assess- 11. The fact that the timely filing
nonks must be made unless excused per the of a petition for a hearing shall stay the begin-
Federal Claims Collectiot, Standards; ning of collection proceedings, and that interest

and penalty charges shall not accrue during the 0
6. The employee's and the period from the timely filing of a petition for a

employee's representative's rights to inspect and hearing until issuance of the hearing official's
copy Government records relating to the debt or decision;
to request a copy of such records within 10 days
from ro'-"pt of this letter; 12. The fact that any knowingly

false or frivolous statements, representations, or
7. The opportunity for the evidence may subject the employee to:

employee to estalhjish a schedule for the volun-
tary repaym, nt of" the d&tH or to enter into a a. Disciplinary procedures
written agreement to establish a schedule for appropriate under 5 U.S.C. Chapter 75 (reference
repayni('r(i of the delit in lieu of offset; (b)); 5 C.F.R. 752 (reference (1)), or any other

applicabhl statutes or regulations; P

8. A statement that if ti-: em
ployee has any question re,,;rding the indebted- b. Penalties under the False
ness the employee may ask for and receive an Claims Act, 31 U.S.C. 3729-3733 (reference (d)),
explanalion from the. civilian payroll office, or any other applicable statutory authority; or
Also, a statement advising that if the employee
wishes to contest the indebtedness (request a c. Criminal penalties under
reconsiderati, n), the employee may do so by 18 U.S.C. 286, 287, 10tl, and 1t)02 (reference (be))
submitting a written statement to Ihat effect or any other applicable statutory authority;
within 15 calendar days of the date of the notifi-
cation, This right of reconsideraiton is separate 13. A statement that th. employ-
from, and may be used in addition to, the right ee may request a waiver of the overpayment of
to reques1 a hearing discussed in paragrapih pay in accordance with 5 U.S.C. 5584 (reference
0803015.; (b)) (see paragraph 080306.);
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14. The fact that amounts paid or the request shall be made within 15 days of -UJ
deducted for the debt that are later waived or receipt of the demand lette,.
found not to be owed to the United States shall
be refunded promptly to the employee upon the B. If the employeo does submit a
employee's request; and written stateinent contestini, the debt, the civilian

payroll office shall respond in writing, stating its
15. The specific address; to which conclusion in a clear manner. Such determina-

all correspondence shall be directed regarding tionis are to be delivered to t employee within
the debt. 15 days of receipt of the employee's letter. If

additional time is needed to investigate the issue,
B. The civilian payroll office is en- the employee shall be advised of the delay in an

couraged to notify an employee inform illy by interim response. This response shall also prv-
telephone of an overpayment of $100 or less. If vide an estimate of when a final determination
an employee agrees with repayment of the can be expected. If the civilian payroll office
overpayment, the civilian payroll office forwards concurs with the einployee's position, the letter
a voluntary repayment agreement (sM' Figure 8- shall so inform the employee.
2) for the employee to complete and return.
After receiving the signed voluntary i,'payment C. If tlhe civilian payroll office's
agreement, the civilian payroll office shall begin deternina ion reaffirms the employee's indebted-
collecting the indebtedness as indicated on the ness, iwen the written response shall again advise
agreement. If requesled by the employee, and tile employee of the employee's rigit either to
agreed to by the civilian payroll office, the petitiuo foi' a hearing or to request a waiver.
remittance can be deferred for up to 2 pay The time period for reque,;ting a hearing (nor-
periods and the agreement adjusted azcordiingly. really 30 days from notification) shall be extend-
If, for any reason, the civilian payroll office does ed by the time elapsed between tile employee's
not receive payment or a signed voluntary writi.!n request for reconsideration and the I "
repayment agreement, the civilian payroll office civilian payroll office's response. For example,
prepares the formal written notification pre- if the employee seeks recowe:ideration of the debt
scribed by subparagraph 080 1303.A. on the 12th day following receipt of the rotilica-

tion and the civilian payroll office reaffirmed the
O0W304. .Inquiries and Reconsiderations indebtedne-ss eight days later. thui letter reaffirm-

ing the debt shall advise that a hearing request
A. The civilian payroll office must must be received within Ili days following the

respond courteouyly and factually to any ques- reaffinmation.
tio•s raised by the employee as a reselt of Ihe
employee's receipt of the demand letter. Copies 0I80305. 1 learingl. Hearing!; are a due process
of relevant documents requ,.;:td by the employ- nrquiremeint of 75 U.S.C. 5514 (reference (b))
cc must be furnished. The civilian payroll office which must be alforded employees before their 0
must b, prepared to respond not nilly to inqui- current salary can be involuntarily loffse(' to
ries regarding pay and leave entitlenments, but collect an indebtedness to the U.S. Governnment.
also to inquiries regarding the nature of the An exception to this is collection for debts for
employee's rights and how to exerIcise these health benefits or life insurance coverage as
rights. Although the submission by the employ- discussed in paragraph 080302. Employees m-av
ee of a written Mtater.ent contesting the debt petition for a hearing to contest the following 0
dcos not abrogate tle employee's righi to a ije.ijs: (1) 'The existence of the debt; (2) hFile
hearing, all reasonable efforts "ihall be made Lo debt amount; and (3) The amount of an ,ivolun-
satisfy an employee's doubts regarding the tary offset schedule. If ai employee wants a
amount or validity of the debt within the civilian hearing concerning the existence or amount of
payroll office's own resources, thus precluding tile debt or the proposed offset s%hedule, thec
the need for a hearing in most instances. If the employee must file a petition wiih the civilian 0
employee request onsideration of the debt, payroll office not later than 30) days from the

date the employee receives tlhe notification of the
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intent to collect by salary offset or within 45 hearing. The deternminations of the hearing
days after receipt of records, if scých records regarding the existence or amount of the debt or p
were requested by the employee. The the terms of the offset schedule shall be made
employee's petition or statement shall identify based on written submission.s by the employee
and explain with reasonable specificity and and the civilian payroll office. The timely filing
brevity the facts and evidence that the employee of a petition for a hearing will stay the beginning
believes support his or her position, of collection procedures until after the results of

the hearing have been rendered except as identi- p
A. General fied in subparagraph 080201.C.

1. All hearings are arranged and B. Oral Hearings

conducted in accordance with 4 C.F.R. 102.3(c)
(refurence (bb)) and Volume 5 of this Regulation. 1. Since civilian payroll overpay-
Hearings for debts owed to EkD Components by ments seldom present issues of credibility or •
its employees should Lxe held by eligible DoD veracity', the need for oral hearings under the
Components according to Volume 5, Table 30-1 guideliiies contained in subparagraph 0803(5.A.1.
of this Regulation. All requests for hearings will be extremely rare. When a civilian payroll
shall be processed by the DFAS-lndianapolis office has received a petition foi- an oral hearing
Center. There are two basic types of hearings - and it is of the opinion, with tile concurrence of
oral bearings and administrative hearings (writ- the Office of General Counsel, that an oral •
ten submissions). If an employee petitions for a hearing is required under tile criteria in subpara-
hearing after the receipt of a demand letter, the graph 080305.A.1., follow the guidance outlined
civilian payroll office must determine whether in Volume 5, Chapter 301 of this Regulation to
the employee is entitled to an oral hearing or arrange for a hearing official. Once the identity
whether an ý;dininistralive hearing comprised of of tile hearing official is determined, the civilian
written submissions is adequate. Unless specifi- payroll office shall be instructed to make specific 0
cally waived by tile enplO.iee, an oral hearing arrangements with that official, to include pro-
must be provided when: viding a fund cite for travel expenses if neces-

sary.
a. An applicable statute

authorizes or requires the agency to consider 2. In the case of oral hearings,
waiver of the indebtedness involved, the era- thie civilian payroll office is responsible for
ployce reque:;ts waiver of tile indebtedness and informing til enrployce that, ill addition to the
the waiver determination is based oin an issue of requiremntrts contained in subparagraph
credibility or veracity; or 080305.C. for administrative hearings, the em-

ployee roust also state in the petition th_ identity
1. The employee requests of the witnesses that will be called to testify oni

reconsideration of the debt and tilt' civilian the emnIliiyeCts bVhalf and their anlicipa ted
payroll office decides that the question of thel teslin lony. Tlhe civilian payroll office advises the
indebtedness; cannot be resolved solely on nr- el'lplbyee to, also provide a copy of the records
view of the documenitary evidence, the employee intends to introduce at the hearing

if they differ from the ttones privided by the
2. An oral hearing is not re-- civilian payroll office. The civilian payroll office

quired if the particular indebtedness is of the also advises the employee of the requirement for
type that rarely iivlives issues of credibility or namring any person he or she wishes to he
verccity, and the civilian payroll office, with the represented by at the hearing.
concurrence of [he Office of General Counsel,
has detiermincd that a review mof the written 3. The civilian payroll office is
-ccord is generally adequate in such cases. Ar n responsible for notifying the etmployee of the
employee who has petitioned for a hearing, but time, date, and Itocatihi of thn, hearing. To thet.
under tile a bove criteria is not entitled to an oral extv'lt fe-asible, a hlcation convenient fo•r the'
nearing, shall be provided an administrative employee shall be selected. Tlhe employee will
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be responsible for paying his or her own travel employee's position, it will notify the employee
expcnser;. Civlian payroll office personnel will in writing of its concurrence. If, after consider-
represent the (;overnment at the oral hearing, ing the statement and supporting documentation,
and will maintain a summary record of the the civilian payroll office reaffirms its previously
hearing. In addition, the civilian payroll office stated position, it will prepare a letter indicating
must advise both the hearing official and the the reasons for its position. The letter, which
employee of any witnesses it plans to call and a will include the employee's petition as an enclo-
summary of its anticipated testimony. The sure, shall be submitted to the location identified
civilian payroll office will also provide the in Volume 5, Table 30-1 of this Regulation. A
employee and the hearing officer a copy of the copy of the submission shall be sent to the em-
records in the agency's possession relating to the ployee.
debt, no later than 15 days prior to the hearing.

D. Determination
4. If an employee has been

granted an oral hearing, the employee may 1. The hearing official shall
waive that right in favor of a written submission, provide a written decision within 60 days after
Such an election must be made in writing and the filing of the petition on the merits of the
must be received by the civilian payroll office at hearing that discusses the basic facts offered and
least 3 working days before the original hearing the hearing official's findings and conclusions.
date. If the employee fails to file a petition for a IBoth the civilian payroll office and the employee •
hearing before the deadline date, fails to flic the shall receive a copy of the detennination. If the
required submissions, or fails to appear at a detennination upholds the position of the civil-
scheduled hearing, the right to a hearing is ian payroll office, it shall recommence collection
forfeited. Che employee may petition the hear- action after sending tile employee a letter which
ing official foa detennination that the employee states the following (see Figure 8-4 for a sample
had good cause for the failure to comply with of tile required letter):m •
the established deadline date. If the employee
fails to appear at the hearing, then the employee a. A brief statement of the
may petition the hearing official for a determina- hearing official's decision;
tion that the employee had good caust' for
failure to appear at the hearing. In either in- b. A request that the em-
stance, the hearing official may then find that the plt)yee repay the debt in full within 15 calendar
employee has not waived the right, and may days following the date of the letter, authorize a
direct that a hearing hIe scheduled or wrsched- voluntary one-time offset to repay the debt, or
uled. arrange an installment liquidation schedule with

the civilian payroll Ifflee;
C. Administrative Hearinegs. An

employee shall be advised to send his or her C, A stdatemenl thai, unless
petition for it hearing directly to the civilian the employeei, infirms the civilian payroll offifee
payioll office. A single document shall serve as of his or her decisioi regarding tle above op-
both the petition for a hearing and the tions by the dteadline indicated, a salary offlset
employee's complete, documented po.sition as to shall begin with the pay period in which it,
why tile employee disagrees with the civilian deadline exp~res. The letier shall be specific as
payroll office regarding the existence of tile debt to thie payday on which the offset shall occur, -
or th, amount if tieh debt. The precise content.s
of the petition are described in attachment I of d. The amount of the offset
Figure 8 1. There is no standardized format for and it, estimated duration. This shall be equal
Sthese petitionr. The civilian payroll office shall to the amount of the debt, or 15 percent of the
review all petitions. Petitio as regarding errontIte- emnployee's disposabhe pay, whichever is less;
Ous Overpayment shall include the infonrmation S
(in detail) as describ.ed by the checklist in Figure
8-3. If the civilian payroll officc concurs with ihe
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c. A statement regarding Director has re-delegated this authority to the
the assessment of interest, ad ministrative expents- Directors (if the DFAS Centers. See DWAS Regu-
es, and penalties; lation Number 005 (reference (be)). Thle Defense

Debrt and Claimis Management office of each
f. A reminder of the DFAS Center has been, des;ignated as a waiver

employee's right to request waiver of the over- authority. Wa1iver au~hority has been delegated
payment. hi the Director of DoDEA for DoDLA employees

by DoD D~irective 1342.20 (reference (bo). Note:
2. If the hearing official's dleter- Concurrent waiver authority exists with Compo-

mination uphold,. the employee"., position as to nents under DoD Directive 70145.13 (reference
the existence of thle debt, the civilian payroll Mv))
office shall inform the employee that the debt is
no longer considered valid under 5 U.S.C. 5514 1. Under 4 C.F.R. 91.5 (reference
(reference (b)). The hoaring official's decision is (bb)), a wa b'v) may be granted only when the S
finial as to the issue of involuntary offset, but not collection wo~ild be a1;ainst equity and good
final as to the issue of whether the debt is owed. conscience! and not inl the best interests of the
If the hearing official reduces the amount of the United States. Generally, these criteria will be
debt, thle ciVilidin payroll office ',hall inform the met by a finding that the( erroneous payment

emnployee, and begin collection action for thle occurred through administrative error and ilthre
new amount by issuing a lelter thiat states this, is no indication of Ira ud, minirepres ntati()n, 0

fault, or lack of' good faith by theL e 101 ibyve or.
I. I lea riigs, Versus Recons ide rat ions, any othur pers- n hiay ngý an interest in obta ini nt,

Anl em 1plOyee who disputes the existence or a waiver (if [he claint,
amiount of a debt ltiw, a right to requeýst ieconsid-
eration and /or a hearing. Sinlce hear'ingS arc a 2. C..Ciicraly, 0 waiver' is plV-
mor-e formia anld cost1ly nica os of resolving thesi, c ud ed w hen an cmii h yee or o th'lie 15(perso0

disputes, every effort shall be' madel ito use thle having anl interest ill olita inilig a1 waiver1 receives,,
reconmsid eratlion righlt as ain altIernatlive to a a signiiifica nt unic x phii ned incerase' ill pay or

hearlin~g. IloweVL-r, thle emplnoyee has a statutory allowances, oi- otherwise kinoIws, (it, reasonably
right to a hea ring and ninus I be gra ntod thi s rig lit shO ii d k ilciW, that all irri mci ii pay tue it has
wh ether or not thle empkloyee hlas attiem pted anid occurred, and fails to make in quirlies orI bring tlhi'
failed to seek- reconsideratlion of the de lt. See mia te r to thle at tel itiol nOf tOW ap11proprinat Iccffi-
paragraph t)Hl3tt4. for a discussion onl recTonsider- cials. A waiver unlder this iistadard depends
ations. Upon thei facts e'Xistiný inl eachl part icula1 iCase.

lb iowever, the( Coptol~tI lier Geon'rnl has long tield
080306, Waiveris of Fri-' oti is P a yment of Pal'ay t1at a waiver shall 11111 be g'anlled if' it appears
and Allowances lthe employee had rccwdS (SuIch as LUSs) which,

if reviewed, wouIld ha~ve inidicated anl overpay-
A. Genecral. Authority is provided by ou'ohW and li'ille 011Tlyt'L iaile~d to review such

5 U.S.C. 55S4 (reference (b)) anid 4 Cl-KR. P'arts 9)1 doculments for accuracy ort otherwise failed to
and 92 (reference (bbl)) for the( waiver lof claimis take corrective' action. Such failure onl tile part
oft the Unitted State's against a civil ia i n onph iy e of the 'ni phloytin' cii en;or thle c in ployov partially
arising oiut of an errotlncous. paymient oif pay or A atfalt. See ('1i1) Bm.Ge.-253969, Novembler I,P
allowances mnade after JuneV 301, 19611. FIlu'! 1903 (re~ferece~C (p1)) a Ild C oml.. Gen. B1-221)465,9
C o ' kml ir GuI eciaI Af dii Utnited '; tatus has Ma r h 2.3, I 90"i (!V' reWerL0 ii))).

issued imiplemienting sta ndards authorizing the
head Oif all executiVe agenIcy ito waive SUod 3. Fconei 11 or fIi a tcial to is id -
claimis in anl amtount aggregating not more10 than e'ratiiins play no nroh' inl the dAci''rniuiatiolm of it
$15900. Thle Unjder Secretary oif tIcfense waiver reiquest.
(Comiptroller) has delegated thi:; wail'er
authority to tlhe D~irector of DFAS by letter dated 4. Applica lion for waiver mnust
January 29, 1992 (rvfi'rince (lid)). The' I )AS Ii. ri'i',ive'd bly the ()ffILd' Of Ow (tmpirolpt lr
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General or the DFAS Center concenied (normally 1. After the waiver approval
the civilian payroll office) within 3 years from authority adjudicates the waiver, he or she will
the date the erroneous payment was discovered. notify the civilian payroll office that submitted
Date of discovery, for the purposes of starting tile waiver package. This notification authorizes p

the 3-year period is the date that an appropriate refund of a collection if a claim for refund is
official first determines that an erroneous pay- included in the waiver application and refund is
nient has been made. due for an amount waived. The civilian payroll

office is responsible for processing refunds. If 0
5. An employee must apply to the application for waiver did not include a

the employing agency for a refund of the claim for refund, the civilian payroll office must
amount collected within 2 years following the immediately inform tile employee of the right to
date of the waiver approval. See 5 U.S.C. 5584(c) make application for refund wiilhin 2 year.,
(reference (b)). following the date of the waiver decision.

B. Manner of Submission. Indebted 2. When informed of a waiver
employees shall be notified of overpaymenLs of denial and collection action has been suspended,
pay and allowances by the civilian payroll office. the civilian payroll office shall immediately
A copy of the waiver request instructions shall initiate further collection action.
be included in the debt notification letter the
civilian payroll office sends to tile einployee. L. Action 1BV The osiMgnated Waiver
The submission of waiver request,; must be Authority
limited to cases in which all doubt regarding the
validity or amount of a debt has been resolved. 1. General. Thet ic:;ignated
If an emn•poyee decides to apply for a waiver, the waiver authorities receive and review each
employee shall prepare an application for waiver request for waiver or application for refund and
oif erroneous payments and send it to tile civilian the associated reports for claims; make a deter-
paynrll office. The civilian payroll office shall rmination as to whether claims aggregating not
provide additional information as nvcessary, more than $1500 will be waived or whether a
!attach copies of pertiinent records, and forward claim in any amount will be denied; and notify
the complete package to the Defense IDebl and tile involved civilian payroll office of the deter-
Claims Management office of tilt, approprate ruination.
IFAS Center.

2. Referral Of Claims. Thl'
C. Sus•pension of Coillection, Collec- designated waiver authorities shall referi the

tioii of a debt should not be routinely suspenlded following types of claims to the Comptroller
pending waiver determination pic 4 C.FR. General/GAO foi- decision:
104.2(c)(2) (reference (bb)). The civilian payroll
office shall determine in each caste (per Cormp.. a. RequesP:; for waiver and
Gen. Decision 3-18,5466, August 19, 1976) (refer- requests for waiver and refund which indicate
ence (p)) whethec suspe'nsion of collection would favorable consideration, with an appiopriate
lbe apmropriate based on the following criteria: report of circumstances, if tIlle claim of the

United States is in an amount aggregating more

granted. 1. Waiver will probably be than $1500; 9

2. Erroneous payment canl be b. AL doubtfil ca-;es;

recovered if waiver is not granted, c. Claims, together with the
reports of circumstances and recommendations,

3. Collection of the debt would from civilian payroll offices for rcferral to the
cause undue hard:ship. (Comptroller General/GAO for litigation;

I). Final Action
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d. Each case which is the period for other than minor indebtedness

subject of an exception made by the Comptroller amounts. Although employees are permitted to
General/GAO in the accounts of an accountable make a series of cash payments at regularly
officer. established intervals, the preferred method of

"liquidation is by deductions each payday in the
080307. C,?liections Under 5 U.S.C. 5514. The same amount until the indebtedness is liquidat.
procedures in this paragraph can apply at any ed. Any amount remaining unpaid at the time
stage of the debt collection process. The employ- of separation or retirement will be collected from a
ec may elect to repay the debt after receiving the final payments of any nature, such as final salary
initial demand letter, after receiving a further payments, lump-sum !eave, and bonuses, The
"explanation of the debt from the civilian payroll employee consents to installment liquidation by
office, after a determination by a hearing official, signing an agreement such as illustrated in
or after a decision on a request for waiver of the Figure 8-4. The civilian payroll office shall retain
oveipayment. Repayment of the debt, subject to the original signed agreement. •
refund, can also be accomplished while any of
the above actions are pending. (2) In determining a

suitable repayment schedule, the civilian payroll
A. Voluntary Repayment office is permitted a certain degree of discretion.

While the civilian payroll office's primary con-
I1. Cash Repayment. The term cern must always be to ensure that the U.S. S

"cash repayment" encompasses payments by Government recovers the debt within the short-
epersonal check, money order, or other negotiable est practical period of time, this consideration

instrument. The collection will be recorded on a must be influenced to some degree by the finan-
DD Form 1131. The accounting data shall in- cial impact on the employee. The employee
elude the appropriation or fund that funded the should not be required to suffer undue depriva-
overpayment, tion by having to repay the debt. On the other O

hand, some degree of sacrifice should be expect-
2. Payroll Deductions ed, and the employee's obligation to repay the

,J debt should be given equal status to other finan-
Sa. One-Time Deduction If cial obligations that the employee may have

an employee wants to have the indebtedness ;ncun-ed, Generally, the debt should be at least
repaid voluntarily, the civilian payroll office 5 percent of the employee's disposable pay
lshall arrange for the employee to sign a complet- (defined in subparagraph 080307.B.2.) in order to

ed agvem.nent as shown in Figure 8-2. The qualify for installment liquidation. Installment
civilian payroll office shall retain the original payments will be at least $2.5 per pay period andj signed agreement. If rcqi' .sted by the employee, will be sufficient to liquidate the debt within 3
and agreed to by the civilian payroll office, the yearm.
remittance can be deferred for up to 2 pay
periods and the agreement adjusted accordingly. B. Involuntary Repayment
Also, a one-time deduction can be combined

* with a cash payment as a mean, of liquidating 1. General. Recovery of an
an indebtedness. For example, a $5(X) indebted- indebtedness by involuntary salary offset is
nest can NL liquidated by a cash payment (4 $20(0 rreserved tor th,,se instances in which the em-

___ and a one-time deduction of $300. If the one- ployee has failed either to make a cash remit-
1time deduction does not fully liquida.- the tance, authorize a voluntary one-time payroll

* deficit, ihe agreement should ibe adjusted appro- deduction, or enter into an agreement with the
priately. civilian payroll office for irstallment deductions.

Before executing an involuntary repayment, the
b. Installmeni IDeductions civilian payroll office must ensure that the

employc, has been given a written statement
(1) Etmplhuy.es may required by paragraph 08303.; and that the

spread iheir repayments over more than I pay employee tither failed to excrcise the rights
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enumerated in the written statement, or having e. Amounts deducted as
exercised one or more of those rights, was still health insurance and normal life insurance •
determined to be indebted, and neither made a premiums from salary. This includes amounts
cash remittance nor authorized voluntary with- deducted for basic FEGLI; however, all optional
holdings from his or her pay. The civilian FEGLI premiums are riot considered normal life
payroll office shall ensure that such involuntary insurance premiums.
offsets, when warranted by the above circum-
stances, are initiated in time to be reflected in the 3. Amounts Not Deductible
pay for the pay period designated in thedemand When Determining Disposable Pay. The follow-
letter. When practical, the employee shall be ing amounts are not deductible when determin-
notified on the LES that the offset action has ing disposable pay:
been taken.

a. Existing debts being col-
2. Disposable Pay. All involun- lected for a DoD Component or other Federal

tary offsets under 5 C.F.R, 550.1103 (reference (!)) agency including late payment charges.
and 5 U.S.C. 5514 (reference (b)) are limited to a
maximum of 15 percent of the employee's dis- Court-ordered garnish-
posable pay. Involuntary offsets shall normally ments.
be established at this maximum rate. Disposable
pay is defined as that part of current pay re- c. Court judgments. •
maining after the deduction from those earnings
of any amount required by law to be withheld, d. Court-ordered bank-
"See 5 C.F.R. 581.105 (reference (I)). Disposable ruptcy payments under chapter 13 of the Revised
pay is computed by making the following de. Bankruptcy Act (reference (e)).
ductions: e. Voluntary allotments for 5

a. Amounts withheld for child support.
Federal, State, or local income tax purposes, if f. Union dues deductions.
the withholding of the amounts is authorized or
required by law and if the amounts withheld are g. Charity deductions.
not greater than would be the case if the individ-
ual claimed all dependents as defined in the h. Savings bonds deduc- p
Federal, State, and local tax codes, to which tions.
entitled. For compuiing disposable pay, no
additional Federal tax amounts shall be deducted i. Federal tax levies from
unless the employee presents evidence of a tax IRS.
obligation supporting the additional deduction;

i. Savings allotments.
b. Amounts withheld for

Social Security and Medicare taxes; k. TSP loans.

c. Amounts deducted as 1. Military Service .>,+posits.
health insurance premiums;

d. Amounts deducted as An employee who does not contest the existence
normal reticement contributions (CSRS, FERS, or amount of the debt may asseti that the maxi-
and NAF retirement) including TSP contribu- mum allowab)- rate of involuntary offset (15

tions. Amounts voluntarily contributed toward percent of cii. posable pay) imposes extreme
additional civil service annuity benefits are not financial hardship. Szic an assertion can also be
included as normal retirement contributions; and raised when the employee has petitioned for a

hearing undLr the provisi,.ns of paragraph
080305., and the hearing wdicial has affirmed the
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existence or amo, ; of the debt. In either case, dependents have other exceptional expenses that
the civilian payroll office shall attempi to estab- sht uld be taken into account and whether these
lish a satisfactory voluntary repayment schedule expenses have been minimized.
in accordance with subparagraph
080307.A.2.b.(2). Alternatively, although the 5. Employee Documentation.
employee may decline to sign a voluntary con- After applying the above set of criteria, the
sent to offset, the two parties may agree to a civilian payroll office :,hall explain its reasoning
reasonable rate of involuntary offset that is less to the employee. If the employee still contends
than the maximum rate specified by this sub- that the rate of offset advocated by the civilian
paragraph. Occasionally, the employee and the payroll office would produce an extreme finan-
civilian payroll office may be unable to agree on cial hardship, tile employee shall be instructed to
whether an involuntary offset produces extreme provide the following items:
personal hardship. In making such a determina- •
tion, the civilian payroll office shall use the a. A petition for a hearing
following standards: (see paragraph 080)305.). The emtiployee must file

the petition no later than 30 days from the date
a. An offset produces an the demand letter is received that contains the

extreme financial hardship for an employee if the intent to collect by salary offset. If the eniployee
offset prevents the employee from meeting the requests copies of tile records relating to the •
costs necessarily incurred for essential subsis- debt, then the employee has within 45 days after
lence expenses of tile employee and the employ- receipt of such records to file the petition for a
ce's spouse and dependents. These essential hearing;
subsistence expenses include costs incurred for
food, housing, necessary public utilities, clothing, b. A proposed alternalive
transportation, and medical caw; offset schedule with supporting documents 9 *

showing why the civilian payroll office'i; sched-
b. In determining whether uh, would produce an extreme financial hardship

tthe offset would prevent the enmployee from for the employee. The supporting documents
Imeeting the essential subsistence expenses shall include specilic details concerning income
described above, the civilian payroll Office shall and expenses of tile emphlyee, tile employee's

u consider tite following: spouse, and dependents for I year preceding the a
initial deloaind letter; and projected income and

(1) The income from all expenses during tile repayment period proposed
sources of tile employee, the employee's spouse, by the civilian payroll office;
and dependents;

c. A copy of the records the
(2.) The extent to which employee intends to introducne ata hearing; and .

the assets of the employee and the employee's
spouse and dependents are available to meet the d. In the case of oral hear-
offset and the essential subsistence expenses; ings, a list of witnesses the employee intends to

call and a sumnnary of their anticipated testimo-

(3) Whether these ny.i essential subsistence expenses have been mini- -
mized to the greatest extent posibhe; 6. Civilian Payroll Office Re-

sjpose to -kuumentation. Upon receipt of the
(4) The extent to which documentalion in subparagraphs 0(80307.B.4. or

the ,implo.,ee or the employee's spouse can 0)80307.13.5., the civilian payroll office may elect
oron)w money to meet the offset and other !o accept the alternative amount proposed by the

esseonlial expenses; and employee. If so, it shall inform the employee ,f 6
that acceptance within 15 days from the date of

(5) The extent to which receipt, and shall begin offset at the new reduced
the employee and the employee's %[ _:se and rate immediately. Otherwise, the civilian payroll
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office shall follow the provision,; of paragraph 1. Interest--3210, General Fund
080305, in regard to determining the type of Proprietary Receipts, Deferse Military, Not S
hearing to be conducted and the submission of Otherwise Classified.
the required material. This submission must be
accomplished no later than 15 days following 2. Penalties-1099, Fines, Penal-
receipt of the employee's petition and must ties, and Forfeitures Not Otherwise Classified.
contain the following information in addition to
the materials submitted by the employee: 3. Administrative Costs--1099, •

Fines, Penalties, and Forfeitures Not Otherwise
a. A statement setting forth Classified.

the reasons why the civilian payroll office's
proposed offset schedule does not produce an B. Interest. Under 31 U.S.C. 3717
extreme financial hardship; and (reference (d)), interest is accrued or assessed.

The intent of interest is to stimulate prompt 5
b. In the case of oral hear- payment of debts and to recover the cost of the

ings, a list of witnesses that the civilian payroll U.S. Treasury borrowing necessitated by unpaid
office intends to call at the hearing, and a sum- debts. Any debt or portion of a debt that re-
mary of thcir anticipated testimony. mains unpaid by the due dale specified in the

demand letter is subject to interest charges.
The employee must also be furnished a copy of lnt-rest accrues from the date of the mailing or
the above information. Pending the results of hand delivery of the demand letter which must
the hearing, the. civilian payroll office shall begin contain a specific notice of the requirements
offset at the rate stated in the employee's peti- concerning interest, penalties, and administrative
tion. The det imination by the hearing official costs, but will be waived automatically if paid
"should bi self-explanatory. If the employee's within 31) days from the date of tOWe letter.
-rioposed rate is accepced, then thw offset already Therefore, it is not necessary to compute interest
in place shall be reduced, of less than 30 days. The rate of interest as-

"sessed will be the rate of the current value of
080308. Interest, l'"oaltits. and Admninistrative funds to the U.S. Treasury. T'his rate is known
Costs as the Treadsury tax and loan rate, and i," pre..

scribed and published by the Secretary of the
A. General. The preferred method of Treasury annually or quarterly •er 31 U.S.C. •

liquidating debts owed by employees or formeir 3717 (reference (d)). This rate will be innounced
emrployees is by cash remnittance for the full by DFAS to all civilian payroll offices each time
'.amont of the debt prior to the due date ex- it changes. C1hanges in the rale e, ve no effect oi
pressed in the deowald letter. Any debt or those de'bts which bogan accruing interest under
portion of a debt that remains unpaid by that a previously existing rate. The rate of interest,
date i:ý sulhict, o I tiC a,;st;Sn1le 01c Of inlerefst and ;is initiailly assessed, shall remain fixed for the

adniilistrative, expenses under 31 U.S.C. 3717 duration of the indebtedne's unle;ss the repay-
(reference (d)), 4 C.FR. 102.13 (reference (bl,)), memd agreeiment is modified or nullified, in
and 5 C.F.K(. 550.1 i(14(n) (reference (I)). Debts or which case the rate in effect at thr, time of a nec:w
portion of debtsý iia t remain outstanding for agreement will govern thev remnainingio lifetime of
more than 91) days following the due date are the debt. For examl:e, an initial denmand letter
subject to pn alties. The following subpara- issued in the month of September will stale the
graphs discuss the computation o f hilues5, intere17st rat' in effCtC at that time, despite thAL
penalties, and administrative costs, as well as knowledge that a new rate may lbe in effect
circumstances under which such costs can be or when the debt b0comnes detin, jUen! in October.

should be waived. Al collections for late pay- The rate in effect in Septemher shall then contin-
meint char),es (i.e., interest, penallii,,, and adnmii- ue to beý used for the lifetime of tho debt. The
istrativ, costs) are deposited to the appropriate ,ount (f interest will be calculated by using
nmiscellaneous rcceipt account a•s follow.s: ttw formula I -. ON [he t I represents the

amount of interest; 1) represents the principal
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amount of the debt; N represents the number of E. Responsibility for Calculation. In
days in the computation period; and F represents the case of overpayments of pay, the civilian
the interest rate per day (365- or 366-day year). payroll office shall have the responsibility for
Interest should not be charged on interest, computing interest, penalties, and administrative
penalties, or administrative costs (4 C.F.R. costs. The civilian payroll office shall always be
102.13(c)) (reference (bb)). responsible for calculating administrative costs

which arise from its own operation. The prima-
C. Administrative Costs. These costs ry responsibility in connection with other forms

relate only to delinquent debts as defined in 4 of indebtedness rests with the activity or organi-
C.F.R. 101.2(b) (reference (bb)). They are as- Ya.tion that has initial responsibility for the
sessed in order to cover expenses incurred in the recovery of the debt. When transferring a debt
re,-overy of these delinquent debts. A debt is to the civilian payroll office for salary offset
delinquent if it has not bece paid by the due purposes, that activity or organization shall
date specified in the demand letter unless other inform the civilian payroll office of the follow-
,atisfactory payment arrangements have been ing:
made by that date. A debt is delinquent any
time thereafter an employee fails to satisfy 1. The principal amount of the
obligations under a payment agreement. There- debt;
fore, the civilian payroll office, as the activity
responrsible for the collection of debts, shall 2. The interest accrued as of the
either accumulate actual costs or conduct cost date of referral;
analyses which establish an average of additional
cc,sts incurred against delinquent debts. Such 3. The administrative costs
analyses shall be based on all aggregate of other incurred as of the date of referral;
DFAS or MrD civilian ieyroll offices. lVxpenses I 0
shall be limited to personkiel costs and specifical- 4. The penalty assessed as of the
ly identifiable overhead ilems. Tile crucial factor date of referral;
is that thle civilian payroll office must bI able to
justify its figures based on costs associated only 5. The interest rate applicable to
with delinquent debts and apportioned over the the debt;
number of delinquent deibis. The wrcoupmnent of
administrative expenses takes precedence over 6. The date of delinquency.
the cL dllction of interest,

tThe tranlsferring activity or organization shall
1). Penalties. A penalty of 6 percent also state its opinion as to whether further

a year shall be assessed on any debt or portion interest, penalties, and administrative cotsti
of a debt that is delinquent for no re (han 90 should be waivd.
day:s under 31 U.S.C. 3717(c)(2) (refe'ence (b))
and 4 C.F.(R. 102.13(e) (reference (ob)). The F I)ecisions Not to Accrue or Assess
charge need not lie Calculated until the 91st day Interest, Penalties, and Administrative Costs
of delinquency, but shall accrue from the date of
delinquency. Thus, the initial penalty shall be 1. The official who has initial
for a 3-rnonth period from the due date until 3 responsibility for the collection of a debt alto has
niontlis after the due date. A debt is delinquent tile responsibility for determining whether
and subi..J:, to prenaltie'; if it has not been Paid loy interest, penalties, and administrative costs are to
the due date specified in the demand letter be accrued or assessed. The debt collection
unless other satisfactory payment arrangements official nmust use personal judgment in advancing
have been made by that date. A debt iN delin- the interests of the iGovernment, while giving
quent any time thereafter an employee fails to proper consideration to the financial interests of'
satisfy obligations under a p)yment agreement. the employee. lDecisions not to accrue or assess

lae payment chag,,es (i.e., interest, penalties,
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and/or administrative costs) are made on z case- these charges shall not accrue or be assessed by
by-case basis according to the following ctiteria: the civilian payroll office accomplishing the

collection for the other creditor organization or
a. When a debt is subject to agency. Note that the creditor organization or

waiver statutes and collection action is suspend- agency requesting collection assistance has
ed pending outcome of the waiver, these charges authority to accrue and assess applicable late
shall not accrue or be assessed while the waiver payment charges and these charges should be
request is being considered and finalized. included in the total amount identified for

collection.
(1) Charges accrued

before receipt of a waiver request shall not be as- f. When an applicable
sessed if the request is received by the civilian statute or regulation prohibits application of
payroll office within 30 days of mailing of the these charges to the debt involved, these o-harges
debt notice to the empl:yee. The 30-day perixo shall not accrue or be assessed.
is extended to 45 days if tihe debt notice goes
through non-US. mail systems or is sent to an g. When these charges
APO/FPO address, would not be in the best interest of the Govern-

ment, would cause extreme hardship, or if facts
(2) These charges shall and circumstances indicate that charges accrued

not accrue or be assessed otn any part of a debt would not be collected per subparagraph
principal balance that is waived. 080308.G., these charges shall not be assessed.

(3) Charges shall again 2. Blinket decisions not to
begin to accrue on any portion of the debt accrue or assess late payment charges are not
principal not waived ronm the date the employee authorized. Documentation shall support every
is formally notified of the final waiver determi- decision not to accrue or assess these charges. If •
nation, there is documentation in the employee's debt

file or associated with the debt transaction that
b. When an employee clearly supports and explains the reason(s) for

entitled to a hearing, petitions for a hearing, the decision not to accrue or assess these charg-
these charges shall not accrue from the date the es, no further documentation is required. An
petition is received until the employee is formal- exception is the requirement in subparagraph S
ly notified of the hearing decision. Charges that 0801308Y.F.g. above.
accrued before the petition for a hearing is
received shall be assessed on that portion of the G. Decisions Not to Collect Interest,
debt principal uphold by the decision (if the . Penalty, and Administrative Costs. Once ac-
hearing Official, crued and assessed, these charges shall normally

be collected. I lowever, a decision not to collect
c. When an emiployee is these charges can be made on a case-by-case
pentitled to and has etitioned for a hearing, these basis by the official who has the initial responsi-

charges shall not accrue or be assessed while a bility (or tbr collection of the debt. The decisiun
debt is being reconsidered. not ko collect shall be documented and retained

in the official debt file. Blanket decisions not to
d. When the debt of the collect interest, penalty, or adminisiiaiive chaig-

employee arose under the tariff laws of the es are not authorized. The following anr examn-
United States, the Social Security Act, Or the pies of when the civilian payroll office would
Internal Revenue Code of 1954, these charges normally decide not to collect these charges:
shall not accrue or be assessed.

1. The amount of the debt
e. When the civilian payroll principal is below the dollar limit imposed by

office is requested to collect a debt for anotber regulation for write )ff.
DoD creditor organization or Federal agtency,
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2. The debt is paid within "0 appropriate DFAS Center as an uncollectible
days of notification. Interest shall not be collect- debt to be written off. Other payments due from
ed on a debt or on any part of a debt paid any source, such as amounts claimed for travel
within 30 days after the date interest began to and transportation can also be applied. See 5
accrue. The 30-day period can be extended for U.S.C. 5514(a)(1) (reference (b)), 4 C.F.R. 102.4
an additional 30 days on a case-by-case basis. (reference (rb)), and 5 U.S.C. 570M (reference (b)).

3. Collection of these charges A. When an employee separates by
would be against equity and good conscience or resignation, retirement, death, or termination of
not in the best interest of the Government; and appointment before collection of a debt is corn-

pleted and collections against current salary are
a. These charges accrued being made, either voluntarily or involuntarily

and were as;essed on a debt principal balance under 5 U.S+C. 5514 (reference (b)), the 15 per-
that was incurred through no fault or lack of cent limitation on disposable pay does not apply
good faith on the part of the employee; or (64 Cotap, Gen. 9J07 (1985)) (reference (p)).

Instead, apply final salary, including the amount
b. Financial inability of the payable for lump-ium leave, to the extent neces-

employee to pay the accrued and assessed ,ary to liquidate the debt.
charges within a reasonable period of time; or

Bi. When an employee separates by
c. The underlying uebt resignation, retirement, death, or termination of

principal balance has been waived by the -.ippro- appointment, arid there are no preceding collec-
priate authority or other administrative review tions be!ig made from current salary under the
process such as hearing or reconsideration has authority of 5 U.S.C. 5514 (reference (b)), collec-
determined that it is not valid; or tion of the debt is treated as an administrative S

offset under 31 U.S.C. 3716 (reference (d)). All
d. Reasonable doubt exists mo*,ey payable to the employee may be applicd

concerning the Government's ability to prove to collect the dt-bt. In these cases, employees
that charges are owed because of !he issues must be provided written notification advising
involved or a bona fide dispute as to facts; or them of tilhe f•lowing:

U. e lwhe amount of charges 1. The fact that all final pay
that could [Le colhc'ced is less than Ihe cot (of shall be applied to the unliquidated debt! ala lcet.
collection; or

2. The reason for the debt and
f. Reasonabh, e e'"'ort; Io the debt aniount.

locate thle employee have been unsuccessful.
3. An opportunity to ins;pect and

0180309. Corllectlions FrinuII Final Salarv and. copy tho agency's records re]ltig to the debt.
Lump-Sum Payments. Mider 31 U.S.C. 3710
(reference (d)), when an employee separates by 4. The rights available to the
resignation, retiremeni, death, or Itermnination of employee, such as reconsiderationt- waiver, and
appointment, final pay including laump-sumn the time period (usually 30 calendar days) and
leave, shall be applied ,n full or in part to the the method for requesting these actions. The
extent necessary to recove, an indebtedtuss, civilian payroll cfflic', is not required to provide
Unpaid compensationI du' deceased enpnloyees the employee an opportunity for a hearing or
shall olso b-, alpplieci to the liquidation of an administrative review as explained in paragraph
indebtedness. If a debt balance for a deceased (080305,
'mnployee wrmains after offsttling final pay, do

not pursue colhoctio-i from the uniph)yee's bente- 5. An opportunity to repay the1
ficiary. Forward the debt case, to the Defense full amount of the debt or enter into a written
Debt and Claims Management office of the
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repayment agreement in lieu of offset from final 0804 RECOVERY OF OVERPAYMENTS OF ( n
pay. PAY AND ALLOWANCES FROM TRANS- S

FERRED OR FORMER DoD EMPLOYEES
C. Collectionof an indebtedness from ,

an employee's severance pay is permissible 080401. General. The instructions contained in
under 31 U.S.C. 3716 (reference (d)). Since this this pir:graph apply regardless of the point in
statute has no limit on the maximum rate of the debt collection cycle when separation occurs.
collection, all money due and payable to the For example, the employee may separate while S
employee by the Government is subject to offset. installment liquidations are taking place, while a
Since severance pay represents wages credited to waiver request is being considered, while a
the employee's account even if offiet under 31 petition for a hearing is pending, or while the
U.S.C. 3716 (reference (d)), compute the deduc- written demand letter is being prepated. If, due
tions to be taken from severance pay before to subsequent events, the indebtedness is nulli-
offset. Tax statements should be prepared in fied, a refund shall be made for amounts with-
accordance with the rules set out in Revenue held fwom both current and final pay. These
Ruling 79-311, 1979-2 Cumulative Bulletin 25. It refunds shall be made without requiring a claim
is the net amount that is available for adminis- from the former employee. Unfinished actions
trative cffset under 31 U.S.C. 3716 (reference (d)). shall be terminated in the case of hearings
In addition, under 5 C.F.R. 581,103 (reference (1)), regarding the amounts of involuntary offsets.
severance pay is subject to court-ordenvd gar- All other actions shall continue.
nishments (for alimony, chiid support, and
commercial debts). 080402. Transfer Within the DoD that Results

in a Chantze of Civilian Payroll Office
D. Offset under Section 3716 of 31

U.S.C. (reference (d)) may not be used to collect A, In accordance with 5 C.1'.,.
debts for State and local governmenas or debts 5!).1108 (reference (I)), the losing civilian payroll a
arising from payments made under the Sok~cial office shall advi:e the gaining civilian payroll
Security Act (reference (z)), the Internal Revenue office by letter of the following information:
Code (reference (z)), or the tariff laws of the
United States. See 31 U.S.C. 3716(c)(2) (reference 1. The identity of the indebted
(d)). employee;

080310. Refunds. When at any point in the 2. Thi' amount of the debt,
debt collection process, the debt is waived or including assessments of interest, penalties, and
suc'tsSfully reconsidered orotherwise toutd not administrative expentses, when appropriate;
to be due the United States (unless expressly
prol'ibited by statute or regulation), a prompt 3. The accounting classification
refund shall be made of all amounts collected for credit;
prier to that determination. A reflnd shall also
be made if directed by an administrative or 4. The nature of die debt, and
judicial order. Amounts of valid debts collected the original due date (generally 30 days from the
improperly shall be refunded if requested by the initial demand leti.:r);

employee. For example, if collections exceeding
15 percent of disposable pay were inade due to 5. Copies of all corresinmilonce
an error in the computation of disposable pay, sent to, or received from, the employee, includ-
the employee may requtest and receive a refund ing waiver requests, hearing petitions, decisions
of the difference between the amounts collected on waiver requests, and detvrmninalions of hear-
and the amounts that were properly withheld. ing officials;
Refunds shall not be madet under any other
circumstances. Refunds shall not bear interest, 6. The original of any voluntary a
but interest already collectvd may be refunded pay offset t Jhorizations. If nione exists, a
along with the principal amounit.
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statement of the biweekly percentage of involun- 080309. are still inadequate to satisfy the indebt-
tary offsets must be included; edness, the civilian payroll office shall apply to

OPM for monies which are due and payable to
7. The date the right to collect the separated employee from the Civil Service

the debt first occurred. Generally this is the date Retirement and Disability Fund or FERS basic
the overpayment occurred. However, if offset benefits. The procedures in this subparagraph
has already begun, the date of the last offset apply only when the fon-ner employee has been
shall be given; provided the due process rights enumerated in

section 0803. See 5 C.F.R. 831.1801-831.1808
8. A statement regarding the (reference (1)) and 5 C.F.R. 845.401-845.418 (refer-

status of any unfinished action,; which may be ence (I)).
pending. When such action is completed, the
gaining civilian payroll office will be advised 2. SYe. The procedures con- a
immediately; tained in this suopliragraph apply to all debts

which the civilian payroll office was collecting
9. A request that the offset be on behalf of the DoD with the exception of debts

accomplished or continued, resulting from an individual's failure to pay
health benefit premiums while he or she was in

10. A copy of DD Form 2481, a nonpay status or while his or her salary was '
"Request for Recovery of Debt Due thie United not sufficient to cover the cost of premiums.
States by Salary Offset," propetrly completed and These procedures are covered in 5 C.F.R.
certified. 845.405(b)(4)(i) (reference (1)).

1B. Upon receipt of the above infor- 3. Notice to the Employee.
mation, the gaining civilian payroll office shall Immediately prior to sending a debt claim to S O
assume full responsibility for collection of the OPM, the civilian payroll office shall notify the
debt pending receipt of previously unfinished employee in writing that the claim is being sent
actiorns as indicated in subparagraph 080402.A.8. for offset against the Civil Service Retirement
Any agreements reached regarding periodic and Disability Fund or FERS basic benefits, The
installment repayments or the decision not to letter shall state the amount of the debt at sepa-
accrue or assess interest, penalties, and adminis- ration, the amount recouped from final pay and S
trative expenses (see paragraph 1)80308) shall be other sources, and the balance due. The letter

binding on the gaining civilian payroll office. If shall also inform the employee that if he or she
the debt is subject to interest, the gaining civilian makes full payment of the unrecouped portion,
payroll office shall make the necessary computa- the claim shall be dropped. Subparagraph
tions. Installment deductions already begun 080307.A.2.b. contains general guidance regard-
shall continue uninterrupted. inr the acceptability of repayment offens. Only "

in the rarest of cases should the installment
080403. Transfer to Another Government period exceed 3 years. It is preferable, but not
ALen.. When an employee transfers to another essential, that an agreement be reached prior to
agency outside the DoD, forward the debt case submission of the claim. In the absence of an
to the Deferise Debt and Claims Management agreement, a decision shall be made based on
office of the appropriate DFAS Center for collec- the facts available, and the decision communicat-
uGton. ed on the claim. See 5 C.F.,. 845.401-845.438

(reference. (1)).
080404. Recovery from Retirement Funds

:• (4. Submission of Claims to
A. Action by the Civilian Payroll OPM, Claims shall be submitted to OPM in

Office accordance with 5 C.F.R, 845.405(b)(5) (reference
"(1)).

1. General. If the amounts with-
held from the sources described in paragraph
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a. Complete Claims. in the case of on annuitant, a specific monthly
Claims shall be made on an SF 2805, "Request installment is agreed upon.
for Recovery of Debt Due the United States,"
which will be prepared in duplicate. Submission b. Incomplete Claims. ,)
will be made to the Office of Persornel Manage- Occasionally a separation may occur before due

ment, Retirement and Insurance Group, Employ- process procedures or the actions in paragraph
ee Service and Records Center, Boyers, PA 16017. 080309. have been completed. In other instances,
Attached to the SF 2805 will be a copy of the the civilian payroll office may be required to
employee notification prepared in accordance submit the indebted employee's SF 2806/3100
with subparagraph 080404.A.3. and two copiesof before the proper amount of offset from the
the following signed certification: employee's monthly annuity has been deter-

mined. In such cases, it must notify OPM in
(1) A statement that the order to prevent payment to the employee. This

debt is owed to the United States; is particularly important when the employee is
entitled to a refund of his or her contributions.

(2) The amount and Notification shall be effected by a remark in
reason for the debt and whether additional Column 8 of the SF 2806/3100. Accompanying
interest accrues. Refer to paragraph 080308. the SF 2806/3100 shall be a statement that the
Note that for those debts that are subject to debt is owed to the United States, the date the
interest beyond that aliady calculated, the debt first occurred, and the basis for and amount
civilian payroll office must advise OPM of the of the debt.
dollar value of the additional accrual;

5. Transfer of lDebt Case. Once
(3) The date the Gov- the SF 2805 has been sent to OPM, the debt shall

remient's right to collect the debt first accrued; be transferred to the Defense Debt and Claims,
Management office of the appropriate DFAS

(4) A statement that the Center in accordance with paragraph 0,104(05.
civilian payroll office has complied with the
applicable statutes, regulation%, and OPM proce- B. Action by OI1M
dures;

S1. Refunds

(5) A promise that if a
competent administrative or judicial authority a. Complete Claims. If a
issues an order directing OPM to pay the em- refund has already been paid, the civilian payroll
ployee an amount previously paid to the DoD office submitting the SF 2805 shall be advised
(regardless of the reasons behind the order), the that no monies an, available for application
DoD shall reimburse OPM or pay the employee against the indebtedness. If the employee's
directly within 15 days of the date of the order; application has been received, but not yet pro-

cessed at the time a complete claim is received,
(6) A listing by date of OPM shall honor the claim and make remittance

the actions taken pursuant to section 0803. to the civilian payroll office. If the employee has
Copies of the correspondence are not required. not applied for a refund, the civilian payroll

office shall be advised that its claim will be
o, is" aware that..... civilian payroll offices will retined npending a' future application. If the
not be able to obtain the employee's consent to application is received more than 1 year foilow-
the collection in every case; therefore, such ing the date of the SF 2805, the civilian payroll
claims from civilian payroll offices shall be office shall be contacted to verify that the debt is

honored upon receipt of the civilian payroll still current. If the debt has been transferred per
office's certification. However, every attempt to paragraph 080405., the civilian payroll office
obtain the employee's consent should be made shall refer such inquiries to the gaining office. If
when the process has resulted in a ciompromired the civilian payroll office has not yet transferred
amount (an amount less than the total debt) or, the debt, but has still n it made full collection, it
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must contact the employee to provide him or her civilian payroll office has transferred the debt in

the opportunity to establish whether his or her accordance with paragraph 080405., the inquiry
changed financial circumstances would make the will be referred to the gaining office for re- Vt
offset unjust. A decision whether to pursue the sponse. If the debt has not be.n transferred, see
offset or to attempt collection by other means subparagraph 080404.B.I.a. for the requirement
shall be made based on the employee's response. for determining whether the retiree's changed
As a general rule, the offset shall be pursued financial conditions would make the offset
unless the success of alternative collection action unjust.
is relatively certain.

b. Incomplete Claims.
b. Incomplete Claims. If Unlike the situation that prevails in the case of

the employee has filed an application for a refunds, OPM's processing of annuity applic;j-
refund, the civilian payroll office shall be noti- tioro; shall not be affected by receipt of an in.,
ifed. It will be given 120 days from the date of complete cla:m from the civilian payroll office.

notification to furnish a complete claim. This When such a claim is received, the civilian
deadline may be extended by an additional 60 payroll office will be advised to complete the
"days if the civilian payroll office so requests. procedures necessary to file a completed claim.
Failure to meet the deadline or extended dead..
line, if applicable, shall result in payment to the 0W405. Post Separtion Recovery Actions
employee from the employee's retirement funds.

A. Debts of personnel who are not
2. Annuities current DoD employees shall be Iransferred to

the Defense Decbt and Clainis Management office
a. Complete Clinis. When of the appropriate DFAS Center in accordance

possible, OPM will make a one-time offset with established procedures. All transfer:, shall
against the retiree's annuity paymenti in accor- include the following:
dance with 5 C.F.R. 845.4(17 (refertnce (1)). How-
ever, if liquidation of the debt would require I. The employee's full name and
offset of more than 50) percent oif the retiree's net SSN.
monthly annuity, installment deduction; are
required. All installment deductionIs should 2. '[he employee's last known
ensure liquidation within 3 years. For debts mailing address.
which are subject (t) continuing interest pay-
ments (see paragraph 080308), •I'M must be 3. The date of the employee's
advised of the new amiount of the debit at least separation / oireinenit.
90 days prior to the final payment. Whether th,
debt is repaid by one-time offset or by install- 4. The amount of the debl
inent deductions, OPM will bigin the proicess fc)r iicludini, principal, inohrest, penalliest, and
the next available annuity payment following its administrative costs.
receipt of the completed claim. If the montlhly
annuity payment has not yet been established, 5. Copies of all correspondence
offset will begin with the first regular annuity related to the case.
payment. Offsets shall not be made again.st 0
advance annuity payments. As; in the case of 6. The ac.:ountng classification
refunds, offsets are dependent on the receipt by for credit, including amount,; for interest, penal-
OPM of an application by the retireev. SFs 2805 ties, and administrative expenses when applica-
received in advance of applicalions shall bie Ile.
nreained pending receipt of Ihe, applications. If
any application is received more than 1 year 7. The date the debt was origi-
following receipt of the SF 2805, OPM will nally due, as stated in the demand letter.
contact the civilian payro ll office in order to
determine the current M;tatus of the debt. If the
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B. For out-of-service debts collected agreement or written instructions provided by
by the Defense Debt and Claims Management the travel functional area or the employing
office, pertinent data shall be provided to the activity.
civilian payroll office to affect the necessary
changes (i.e., SF 2812, SF 2806/31(X), Form W-2, 080503. Overpayment oi Travel Allowances.
Form 941, etc.). Salary offset is authorized subject to the limita-

tions of up to 15 percent of disposable pay (see
0805 RECOVERY OF OTHER DoD DEBTS subparagraph 080307.B.2.) for debts owed for an

overpayment of travel allowances. An official
080501, Gencral. While the civilian payroll must certify to the civilian payroll office on DD
office is responsible for providing the required Form 2481 that due process has been performed
debt notification to the employee before collect- ur.der 5 U.S.C. 5514 (reference (b)) or other
ing an overpayment of pay and allowances paid applicable regulation.
by the civilian payroll office under 5 C.F.R.
550.1108 (reference (1)), other creditor organiza- 080504. Excess Costs Due to Shipment of
tions (such as employing agencies) and furnction- Personal Property, A debt for excess cost is
al areas outside civilian pay must certify comple- created when an employee's shipment of person-
tion of due process requirements to the civilian al property exceeds the authorized weight allow-
payroll office when requesting involuntary salary ance. If an employee has excess cost, a DD Form
offset to collect a debt that originated outside the 2481 is received by the employee's civilian pay-
civilian payroll office. In general, the civilian roll office to make collection under 5 U.S.C.
payroll office shall not question the merits of 5724(a)(2). The collection of such excess costs
debts originating outside the payroll office. from an employee's pay record is considered a

voluntary offset, since the employee signs DD
080502. Collections of Unearned Advance Per Forrn 1299, "Application for Shipment and/or R
Diem and Mileagve Allowance and Unearned Storage of Personal Property," before the actual
Tenimprary Quarters Subsistence Expense shipment of the property, agreeing to repay

excess costs caused by the personal property
A. Under 5 U.S.C. 5705 (rference shipment.

(b)), a Federal employee who is entitled to per

diem or mileage allowances may receive a travel A. Upon receipt of the DD Form
advance. Any amounts of the travel advance 2481, the civilian payroll office notifies the
that are not used for allowable expenses are employee of the indebtedness. The employee
required to be collected. The travel functional has 301 days to submit i reconsideration letter,
area gives the employee an opportunity to pay make a cash payment, or make arrangements for
the amount due immediately. If inumediate a ,:luntary repayment plan through payroll
payment is not made, offset may Ix. made deduction.
against all accrued pay, retirement credit, or any
other amounts due the employee, without limita-- B. A reconsideration letter may be'
tion, as Iong as the offset does not cause extreme submitted by all employee when that employee
financial hardship. Generally, for purposes of believes the excess cost charges are incorrect.
this paragraph, Ihe guidance on extrenme finan- The employee forwards such letter to his or her
cial hardsihip, as discussed in Volume 5, para.. employing activity's Iransportation management
graph 300208 o S this Regulation, applies. Thc repreewntativ".
civilian payroll office is notified in writing of
these debts. A copy of the employee's signed C. After the adjudication of the
repayment agreement is sent to the civilian reconsideration letter, the civilian payroll office
payroll office, when applicable. is notified to begin collection Of any balance due.

While Ithere is no limitation on the amount that 0
B. The debt s.hall be collected in one can be withheld under such a voluntary offset,

lump-sum or in iristallients in accordance with the civilian payroll office shall determine a
the employee's signed voluntary repayment
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repayment schedule that protects both the Gov.. the telephone officer's certification on DD Form
emiment's and the employee's financial interests. 2481 that due process has been performed under

5 U.S.C. 55i4 (reference (b)) or other applicable
080505. Collection of Employee Training Ex- regulation, the civilian payroll office will effect
penses. When an employee fails to fulfill a salary offset from employees who have incurred
training agreement and the employee does not liability for unofficial use of Government trle-
repay the employing activity voluntarily, collec- phones. Offsets are subject'to the limitatioro; of
tion of training expenses from the employee's up to 15 percent of disposable pay (see subpara-
pay account is authorized under 5 U.S.C. 4108 graph 080307.B.2.).
(reference (b)). In accordance with 5 C.F.R.
410.509 (reference (I)), the employing activity 080508. Hospital Bills. Salary offset is autho-
must give the employee the opportunity to rized subject to the limitations of up to 15 per.
request a reconsideration of the amount to be cent of disposable pay (see subparagraph
recovered or to appeal for a waiver of tile 080307.B.2.) for debts owed to DoD Component
activity's right to recover, hospitals. An official designated by the hospital

must certify to tile civilian payroll office on DD
A. Documents requirod to support ronn 2481 that due process has been performed

this type of collection are: under 5 U.S.C. 5514 (reference (b)) or other
applicable regulation.

1. A copy of DD Forn 1550,
"Request, AulhorizatiOn, Agreement, Certification 080509. Commissary Stores. Subject to the
of Training and Reimbursement," showing tile limitatiorns of up to 15 percent of disposable pLy
employee's signed consent oo the terms of the (see subparagraph 080307.13.2.) and under a
training agreement. certification of due process on DID Form 2481 by

an appropriale official of the commissary store,
2. A copy of at least one de- salary offset will be initiated in the case of

mand letter to the employee by the training employees who are indebted to the D)efense
office that pursued voluntary repayment of the Commissary Agency for reasons such as having
training costs, issued dishonored personail checks.

B. The civilian payroll office f irwards 080510. Court Fees, Under certain circun-
a copy of the document identified in subpara- stances, employees refund tees received from a
graph 080505,A. to the emnployee with written court for service as a juror or a witness (see
notification advising thie employee of the payroll section 0513). Table 5-4 prtovide; guidance on
deduction amount and the pay period deduction absences of employees and retention of fees in
will start. connection with court leave, Fees can be collect-

ed by cash refund or by payroll deduction. See
0801506. Collection For Reports o• Survey (a!so Comp. Gvtn. B1179161, August 29, 1973, and
known as Government Property Lot or I)am- Comp. Gen. 1B-219496, lanuary 22, 1986 (reference
aged) Debts. Report of survey channels as (p)). Under 5 U.S.C. 5515 (reference (b)), collect-
prescribed in the Component regulations must ed fees are to be refunded to the appropriation
be exhausted before involuntary salary offset or fund from which the employme is paid.
under 5 U.S.C. 5514 (reference (b)) is invoked.

Collectionts received from employees are credited 080511. Double Negotiation of U.S. Freasury
to the receipt account established for ,ectveries Chet. s. The disbursing officer conisiders negoti-
of Government property list or damaged. 1-low- ation of an original check which has been rv-
.ver, if the property is either stock, or industrial placed by a reL--rtified check as being an ilhvgal,

funds, the collections are credited to that appio- incorinct, or improper payment for porposes of
priate fund. pecuniary liability. The disbursing officer is

respon.sibh for collection of such payments from0 (805017, Unofficial TtclU01- Ml.e -... U%. Viheiý a payee. The disburshig officer afford,. the

directed by tile telephone officer and subject to payee with an opportunity to dispute whether
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tho payee actually endorsed both instruments 080512.A., above, by cash collection or by payroll
and that the payee consents to a full one-time deduction. The civilian payroll office is encour-
salary offset. Upon receiving the signed state- aged to notify the employee informally by 4)

ment from the disburing officer, together with telephone of the requirement of 5 U.S.C. 5519
evidence that negotiation of both instruments has (reference (b)).
occurred, the civilian payroll office will inform
the employee that the amount of the indebted- C. Credit the collecfion to the appro-
ness will be deducted in full from the next salary priation from which "he employee's civilian pay
payment. The disbursing officer will provide was paid.
direction as to how the proceeds are to be ap-
plied. If, for any reason, the disbursing officer D. Specific information as to the
cannot produce a written consent from the military pay entitlement of the employee should
employee, the civilian payroll office must treat be obtained from the military organization
the case as an overpayment, and initiate the concerned if the enployee is ,anable to produce
written demand letter required by paragraph specific and documented information from which
080303. If the employee does not authorize the civilian pay reduction may -0e determined.
voluntary deductions, involuntary deductions
will be made under 5 U.S.C. 5514 provisions at 0806 SALARY OF;SET REQUESTS FROM
the maximum rate of 15 percent of disposable NON-U1oD FEDERAL. AGENCIES
pay after the required due process procedures
have been fulfilled, Interest shall be assessed per 01806(11. General
paragraph 080308.

A. When non-DeD Federal agencies
080512. Milti4ry Pay of Reserve or National (except IRS and U.S. Courts (see section 1)417))
Guard Members For auty To Aid Law Enforce- identify LDoD employees as having outstanding O
men. t debts, these agencies address their salary offset

requests to the Secretary of Defeitse designee,
A. Under the provisions of 5 U.S.C. i.e., DFAS, Defense Accounting Office -Cleveland

5519 and 6323(b) and (c) (reference (b)), an Center, Arlington (DAO-CL, ArliIgton), VA
employee's civilian pay is reduced by the gross 22240-52210. These requests certify that due
military pay and allowances (other than travel, process rights have been afforded to the indebt.-
transportation, or per diem allowance) received ed employees by the non-3olD Federal creditor
by the employee for military service as a meni- agency. After these requests for salary offset are
ber of the Reserve or National Guard for which approved by DAO-CL, Arlington, the Defense
the employee is entitled to leave under 5 U.S.C. Manpower Data Center (D)MDC), Monterey, is
6323(c) (reference (b)) for duty to provide mili- provided a copy of the documentation and
tary aid to enforce the law for the purpose of details oif the debts by em1ployee on niagnhlticr
providing assistance to civil authorities in the media and/or hard copy. I)MDC, Monterey,
protection of life or property or the prevention of distributes the requests to the appropriate DFAS
injury, and for parad-s or encamrpiments under Ct-nturs, who in turn, distribute the requests to
title 39, District of Columbia Code (reference the civilian payroll office that maintains tih
(an)). This applies whet her payment for military employee's pay account.
service was paid from Federal or State funds.
Deduct for income tax withholding, Social Sucu- 1'. Some creditor agl..ciev; may elect
rity and/or Medicare, or retirement based on the to inform the employee of the anticipateý,d
resulting balance. Do not reduce the civilian pay amount of the offset prior to certification of due
by the military pay received for service oin process. Civilian payroll offic.:; shall be co{oper-
nonworkdays, ative with inquiries from creditor a cie s as; to

the amount o" an emlployee's disposabhl pay.
1-. The civilian payroll office shall

accomrplis;h the reduction of anm employee's
civilian pay as described in subparagraph
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C. Although most debts collected D. Receives from the employee and
through this program have incurred interest, forwards to DMDC proof that thL debt is; paid in

0,administrative expenses, or penalties, calcula- full. discharged under bankruptcy, or volunti-cy
tionso h etaon haleepromdol payments are current under a negotiated repay-
by the creditor agencies. Thereft we, the creditor men- s;chedule. The civilian payiroll office also
agency may ad'u- the originally certified debt advises the employee to resolve the debt issue
amount go include intert.st that has accrued since directly with the creditor agency so that DMDC,

J.the initial certification. In this event, the creditor Monterey, is lfficia'IN' notified that the debt has
- ~ agency shall recertify the debt amt unt using the been canceled. If tie employee produces com-

same procedure as the original debt c rtificati'jn. peiling documents (e.g., canceled checks, re-2 ¶ 1 ceipts, or letters from the creditor agency) which

collect a ~tthal first accrued more than 10 be suspended pending reverification or official
yeam. prior to the request, except 'as set forth in termination by the creditor agency.
the Fccleral Claims Collectoion Standards, 4 C.F.R,
Parts 101-105 (reference (bb)). E. For-wards payment each pay

period to the creditor agency along with a report
E. Reques..;Lý from non-DoD Federal of each collection made. See subparaigraph

creditor agencies that are sent to thi! civilian 090203.G.I. for guidancsý on preparing this
payroll nf'Ice directly without going thiough report.
L.A0-CL, Arb'ngton, and DMDC, Monteirey, shall
ix, returned without action. The civilian payroll F. Sends a biweekly report of em-

Voffice shall inform the' non .DoD Federal agency ployees with salary offsets for non-DoD Federal
of the correct prozedures as outlino-d in this agencies to the DFAS Center which originally
section'. forwarded the salary offset request to the civilian *

payroll office. See subparagraýph 090203.G.2. for
F. The deYý cli-ct~ons ,;hall begin guidance on preparing this report.

within 1-) days of the notification fromt DMDC,
M. G. nsures that the tolal amount

co~llcted is% refl~cted on the civilian payroll
IF G. Thcý NSA shaP work with DMVL)C vcoucher as salary offs.et% for thle creditor agency.

lo accomplish matches for NSA. TX'feese lntel~i-_ _ _

genre Agenm:v. and Ceýntral ir..ayvry Office 0SU06(3. Transferred Emolovees
personnel. H-ovcver, thest, rirutches shall kiw con-

Idced ,it V, NSA Fort Me..xe complex, A. -nc an emnpi-.yee transfers to
another FloD payroll office hetoire colle..tion of

e06Utl, Pr -vssim! A ctimvs. Uponl 'Vcoipt of the debt is completed, the lo:;ng civilian payroll
l(he' offset ret iv-o fr.om the appropr~ate of-tic(:

byA;Cetr the- :ivilh:,i p.ayroJ office:ofte t iadetnfctodcnntoLhgi
1. Forwards ,copy of the

thecretot agenicy. See suhpr-

b. Notifioe the -m ph y'' in wr rt niz debit inoiiifica t itn documnent and the remaining
30days in advance Of 0(ffSLt Of tlt' mount C! III unliquidated armount oif tilt deilt. One copy of

slary fft.dth pay pei~od when salary the -rtification letter mnust he furnished to the
~' 3offset will st., rt. enmptoyee, a notther (o tlv' cod iior agency; and 0

C. Processes the payroll dt duction in 3. Notifius [)MDC-, Monterey,
c.,ccurjdatice with payrolt systemii usor inste ctions. and the r)AS Center- which originally torward-

C2 .
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ed the salary offret to t•re civilian payroll off.-e, or interpretation of the judgr.ient is confirmed,
of the date the employee transferred, the amount the civilian payroll office: 0

collected prior tf transfer, and if known, the new
payroil office name. A. Computes the amount collected

each pay period using the percentage specified
13. The gaining DoD civilian payroll in the offset request. The maximum amount

office continues salary offset upon receipt of the' deducted for a pay period may not exceed 25
documentation forwarded by the losing DoD percent of the employee's disposable pay unless
Livilian payroll office. The amount of the salary a greater percentage is necessary to recover the
offset should be recomputed in accordance with amount owed withn the time of the anticipated
subparagraph 080601.C. employment. See subparagraph 080307.B.2. for

computing disposable pay. Deductions may be
C. When an employee transfers to a made from basic pay, or in the case of an indi- •

non-DoD agency before collection of the debt is vidual not entitled to basic pay, other authorized
completed, the losing civilian payroll office shall pay.
follow the guidance in paragraph 080604.

B. Collects the total unpaid balance
080604. Separated Employees. When an em- as specified in the offset request. This amount
ployee separates before collection of the debt is may include accumulated interest and adminis- 9
completed, final pay, including lump-sum leave trative charges. The agency requesting offset
and awards, shall be applied in full or in part to should notify the civilian payroll office approxi-
the extent necessary to recover the debt. The mately 90 days before completion of the judg-
losing civilian payroll office shall notify the ment offset with the final judgment amount
creuitor agency, DMDC, Monterey, and the which include the balance of accrud interest
DFAS Center which originally forwarded the charges.* *
salary offset to the civilian payroll office, of the
date the employee separated, the amoentcollect- C. Forward& a copy of the offset
ed prior to the separation date, and the new request to the employee with written notification
employing - 4ency (if known). advising the employee of the deduction amount

and pay period the deduction will start.
0807 RECOVERY OF COURT-ORDERED
INDEBTEDNESS D. Applies final pay (salary and

lump-sum leave) to any unliquidated debt
080701. ludigment Offsets. When a court of the balance as prnvided by 31 U.S.C. 3716 (reference
United States, in an action or suit brought (d)) if the employee retires, resigns, dies, or if
against a Federal employee by the United States, employment otherwise ends.
determines that the employee is indebted to the
United States and enters a judgment against the E. Forwards payment each pay
employee, Section 124 of P.L. 97-276 (reference period to the agency requesting salary offset.
(e)) published as a note to 5 U.S.C. 5514 (riefer-
ence (b)) allows collection of the debt by deduc- 080702. Garnishments
tion from the employee's current pay account.
The employee's consent is not required. Any A. Auihmriiv. "-•-tiun 59•l' 42'
Federal agency requesting salary offset under U.S.C. (referenrc (aa)) provides consent by the
Section 124 of P.L. 97-276 (reference (e)) shall United States to garnishment and similar pro-
send a letter requisitioning offset to the civilian ceedings for enforcement of child support and
payroll ofi.-e with an attested copy attached of alimony obligations ayainst civilian employees

the judgment erntered agai;st the employee, I P.L. 103-94 (referen'm,- (e)) authorizes the garnish-
there is concern as to the validity or interpreta- ment of civilian employees' pay for commercial
tion of the ji!dgment, the D['AS General Counsel debts.
should review the judgment. After the validity

B. P'rocedure,,
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1, For garnishments for child 2. In cases when doubt exists as •
support and alimony, the commanding officer or to the validity or the interpretation (inciuding

his or her designated representative shall notify the determination of amount, to be paid to a
the employee of the garnishment or attachment trustee) of the court order, the DFAS Deputy
order and its effect on his or her pay and shall General Counsel reviews the wage earner's plan
forward the court order to the civilian payroll court order before processing,
office after the order is determined to be valid p
by qualified legal counsel. If the activity is 3. Process the collection in
served with more than one garnishment order accordance with the instructions in the court
with respect to the same pay due or payable to order.
any employee, then such pay shall bel available
to satisfy the court order on a first-come, first- B. Bankruptcy Proceedings. The
served basis. See section 0412 for processing civilian payroll office notifies the DFAS Deputy •
garnishment collections. General Counsel immediately upon becoming

aware that a civilian employee owing money to
2. For garnishments for commer- a DoD Compone-it, is initiating bankruptcy

cial debt,, all Federal employees with an out- proceedings. The notification must be prompt to
standing debt are subject to garnishment. A ensure that a claim is filkd within statutory time
court order from a state court is required prior to limitations. •
the garnishment becoming effective. See section
0.1412 for procedures for processing garnishment 0U0M CORRECTIONS
c.ollection.,;.

080801. Corrections due to errors and cancel-
0)X703. Debtors Involved In Bankruptcy Pro- lation of paychecks are outlinvd in Table 8-I.

0K8082. Corrections for Underpayment of Earn-
A. Wage Earner's Plan Cases. Except in. For active or separated employees, there

in cases of court-ordered child support and/or are no distinctions between payment for a
alimony as provided by 42 U.S.C. 659 (reference current or prior calendar year. The adjusting
(aa)), civilian employees (wage earners) cannot payment is reported as wages at the time it is
be deprived of their pay by any civil process of made. No correction on Form 941 is required. S
attachment or levy. Federal employees may, Form W-2 for the current year shall show
however, file for' bankruptcy under the provi- corrections for underpayments as outlined in
sions of Chapter 13, 11 U.S.C. (the so-called Table 8-1.
"wage earner's plan") (reference (ab)).

A. For active employees, the civilian
1. Under Chapter 13, an em- payroll office shall: •

ployeu must submit a pla)) to the bankruptcy
court that provides, among other things, that all 1. Process the payment in the
or such portion of future income as is necessary next regular biweekly pay cycle.
to pay priority claims under the plan, must be
submitted to the control of the bankruptcy 2. Report the gross wages

trustte. Once ihn bankrupicy court confirms a subject to Social Securiy/Mviedicare taxes with-
plan, it may order any employer to pay all or held as current quarterly earnings on Form 941.
part of an employee's future income to the
trustet named in the order. A separate check is 3. Include the earnings and
authorized to meet the terms of the order. Social Security/Medicare taxes withheld on the
Sometimes, the wage earner's name appears as Form W-2 for the current year.
payLee on the check with the address; of the
trustee (11 U.S.C. 1322 and 1325) (reference (ab)). B. For separated employeeLs, the
Normally, however, the check is made pavable civilian payroll office shall:
t() the trustee.
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1. Reestablish the employee on 2. If the year of repayment is (•)
the payroll and process the payment in the still within the 3-year ,tatute of limitations for
current biweekly pay cycle. Social Security/Medicare tax refunds, prepare a

Form W-2c for the prior year to reduce the gross
2. Follow the procedures in sub- wages suoject to Social Security/Medicare and

paragraph 080802.A. Social Security/Medicare taxes withheld. Send
copies to the employee and copy A to the SSA.

3. Prepare Form W-2c if a Form A separate Form W 3, "Transmittal of Income
W-2 was issued. and Tax Statements," must be sent with the

corrected Form W-2 t- the SSA, upon completion
080803. Corrections for Overpayment of of the correction procedures. If the repayment is
Earnings in the Current Year beyond the 3-yea, statute of limitations, no

corrections will be made to prior year W-2,; and
A. For active employees, the civilian Form 941s.

payroll office shall:
3. Attach the employer's copy of

1. In.truct the employee to the Form W-2c to the retained Form W-2 previ-
refund the overpayment in accordance with due ously -ssued for the prior year.
process proccdures.

4. Prepare a Form 941c, "State- S
2. After receipt of the refund or ment to Correct Information Previously Reported

returned check from the employee, the civilian on the Employer's Federal Tax Return," to adjust
payroll office shall record the amount as a vever- the gross wages subject to Social ,ecu-
sal in the base pay, gross pay, net pay or other rity/Medicare i.nd the Social Security/Medicare

pay as applicable, taxes.

B. For separated employees, the 5. Attach the Form 941c to the
civilian payroll office shall follow debt collection current quarterly Form 941 and enter the amount
procedures as outlined in Volume 5 of this of the adjustment on line 9 of Form 941. Retain
Regulation. copies of the two formre in the civilian payroll

office.
I. Reestablish the employee on

the payroll and process the reversals in the 6. Prepare a statement for the
current biweekly pay cycle, employee aft."r collection of the amount due

from the employee (see Figure 8-5 for a sample
2. Prepare a Form W-2c if a format). The amount entered on the statement

Form W-2 was issued, shall be the total of the reverse deductions plus
the amount the employee repaid. The employee

K0808(4. Corrections for Overpayment of Farn- shail receive any Federal, State, city, and lckal
injs for a prior Year. If the overpayment oc- income tax adjustment when he or she files a tax
curred in a previo)us calendar year, no correction return.
of earnings for Federal, State, or local
withholding taxes shall be made for the current B. For separated employees:, tihe
calendar yea.. c:i:il.an payroll offi.... hall:.

A. For active ermployees, the civilian 1. Follow procedures outlined in
payroll office shall: subparagraph 0808)04.A.I. thnrugh 6.

1. Request a written statement 2. Keep a copy of the Form
from the employee that a claim for tax refund or W-2c and Form 941c in the cumi-rnt year quarter- •
"credit has not been made for the amount of the ly tax folder. (This is used to balance the annual
overdeduction. Federal tax deposits.)
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C. Manually note the amount of the
correction and the date of the collection on the •
employee's prior year individual pay record.

,4
D. If an employee was overpaid in

previous calendar years, collections against the
(,,erpayment may cover more than 2 calendar
years. The civilian payroll office shall give the
employee a statement that contains the follow-
ing:

1. A description of the circum-
stances.

2. The amount of the overpay-
ment.

3. The amount collected during
the year. I

4. The year or years to which
the payment was applied.

2 -
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FROM: (1)

TO: (2)

SUBJECT: Indebtedness to the United States as a result of an Overpayment of Pay and/or Allowances

You are indebted to the United States in the amoun t of $ (___. This indebtedness is the result of
(4). You have the right to inspect and copy all records relating to this debt. This right must be

exercised within 10 days from receipt of this letter. If you cannot do so personally, you must request that
the civilian payroll office provide you a copy of any of these records within 10 days from receipt of this
letter.

Please prepare a personal check or money order payable to (5) for the full amount of the debt,
and send this instrument along with a copy of the letter to the disbursing office at (6) within 30 days.
If you are unable to pay the full amount, regulations permit the indebtedness to be liquidated by

deductions from your current pay. Depending on the amount of the debt in relation to your pay and
other expenses, it may be possible for you and the civilian payroll office to establish a written agreement

for repayment of the debt by installment deductiom; from your pay. Please advise the civilian payroll

office within 30 days if you prefer this method of repayment.

If you do not eithei- repay the debt in full, consent to a one-time remittance, or establish a repaymcw t

schedule within 30 days, we intend to collect the debt itivoluntarily from your pay, beginning on (.

The maximum amount deductible under these circumstances is 15 percent of your disposable pay each

pay period until the debt is repaid in full. Our estimates of your disposable pay, based on current payroll

information, is $ N8 , Therefore, the maximum deduction would be $ (9). and repayment of the
principal amount of the debt would require approximately (10) pay periods. If involuntary I 0
deductions at thks rate would cause extreme financial hardship, then you do have a right to a hearing on

this issue. Regulations regarding requests for hearings are contained in attachment 1.

Debts that are not paid in full within 31) days from the date of the demand are normally considered

delinquent. As such, they are subject to interest at the rate prescribed periodically by the Secretary of the

Treasury. They are also subject to administritive costs assessed by the agency and penalties. If you and

the civilian payroll office can agree on a mutua!ly satisfactory repayment schedule, irterest, administrative

costs, and penalties may be excused under the Federal Claims Collection Standards.

!f you have any questicris about the nature of the debt, please contact the civilian payroll office for

an explanation. If, after hearing the civilian payroll office's expianation, you still believe that you do not

owe the debt or that you owe an amount other than what i,. being demanded, you may submit a written

statement of your position to the civilian payroll office. This right has no relationship to your ability or

willingness to repay the debt, but only to determining whether the debt is a valid one. If you elect to

exercise this right, you must do so within 15 calendar days from the date of this letter.

You also have a right to a hearing as to the amount or the validity of the debt. Such a hearing shall

be conducted by an official arranged for by the Defernse Finance and Accounting Service, but not under

the control of the agency that employs you. This right is an alternative to the pr'ocedures in the above

paragraph in which an official makes; a determination as to the validity of the debt. If you wish to request

a hearing, you must do so within 30 days from the receipt of this letter. Attachrnent 1 contains guidance
regarding requests for hearings.

Figure 6-1, Demand Letter for Overpayment of Pay and/or Allowances
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If you do acknowledge the validity of the debt, or have exhausted your remedies relative to the
validity of the debt, and believe that you should not be required to repay it, you have the right to request
waiver of the indebtedness. Guidance regarding waiver requests are contained in attachment 2.

Submission of a request for a waiver is not normally an alternative to making arrangements to repay the
debt. Any amouuts collected and later waived shall be refunded to you upon your request. Therefore,
even if you elect to submit a waiver request, you should still either repay the debt or arrange with the
civilian payroll office for periodic installment deductions from your pay. Such arrangements may
preclude the assessment of interest, administrative costs, and penalties in the event that your waiver 6
request is denied. A decision as to the suspension of collection action during the period of consideration
of the waiver is made on a case-by-case basis.

Our point-of-contact in this matter is (1 1)

(Signature Element) p

Attachments
(1. Guidance Pertaining to Hearings)
(2. Guidance Pertaining to Waivers)

EXPLANATION OF BLANK SPACES ON SAMPLE DEMAND LETTER p

(1) The title cur office symbol/code of the civilian payroll office,

(2) The full name of the employee.

(3) The dollar amount of the debt. p

(4) A brief but comprehensive explanation of how the overpayment occurred (e.g., overaccrued annual
leave, premature step increase, overtime paid but not worked, etc,). Always inciude the pay periods for
which the overpayments occurred and the dollar amount for each pay period. If the computation is
complex, it may be included as an attachment to the letter- hi some cases, a three-columned table may

U be helpful. The three colunins reflect amount entitled, amount paid, and the differences (the amount of i
the indebtedness).

(5) The office to whom the check or money order is to hi. made payable.

(0) The mailing address; of the disbursing office.

(7) The date the involuntary ,lvduction from pay begins.

(8') The estimated amrount of disposable pay.

(9) Fifteen percent of (s).

(1() Divide (3) by the amount dletermined in (9) and round to the next highest number.
Nlot,: For debhl, in which (9) -: greatei that (3), this entire sentence and the one preceding it can be
deleted fro, . the letter.

(1 l) Provide the ~anae, phone numbler and office syrnbol/,'ode of the point-( f-contact in the civilian
payroll office who can answer questions regarding this debt.

Figure 6-1, Dek mand ILtiter for Overpayment of Pay d:1d/or Allowances (continued)
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GUIDANCE PERTAINING TO HEARINGS Q10

An employee is entitled to an opportunity 1. A proposed alternative offset sched-
for a hearing on the determination of the civilian ule with supporting documents showing why ,
payroll office concerning the existence or amount the civilian payroll office's schedule would
of the debt, or when a repayment schedule is produce an extreme financial hardship for the
established other than by written agreement, employee. The supporting documents should
concerning the terms of the rcpayment schedule. include specific details concerning income and
Any such challenge must be made by the em- expenses of the employee, his/her spouse, and
ployee within 30 days of the receipt of the notice dependents for 1 year preceding the demand
of indebtedness or within 45 days after receipt of letter, and projected income and expenses during
the records relating to the debt, if such records the repayment period proposed by the civilian
are zequested by the employee. If a hearing is payroll office.
given, the employee also must be given the
opportunity to receive a written decision from 2. Written submissions from any
the official holding the hearing at the earliest persons that can substantiate the employee's
practical date, but not later than 60 days after the contentions.
filing of a petiton. Normally, a hearing will
consist of written submissions by both the em- 3. A copy of any records the employee
ployee and the civilian payroll office. Therefore, believes can substantiate his/her contention%.
an employee who wishes a hearing shall make
his/her wishe, known by filing a petition with The timely filing of a petition for hearing
the same official who issued the written demand shall stay the beginning of collection proceedings
for payment. The petition shall state that the until the results of the hearing have been ren-
employee is seeking a hearing under the provi. dered.
sions of 5 U.S,C. 5514, and if the employee is P 0
contesting the determination of the debt or its Employees are advised that any knowingly
amount, the petition will contain the following false or frivolous statements, representatiorns or
items: evidencc may subject the employee to:

I. The reasons the employee tvlieves 1. Disciplinary procedures appropriate"
thal the civilian payroll office's determination of under 5 U.S.C. Chapter 75; 5 C.F.R. 752, or any
the debt is erroneous. The statement shall other applicable statutes or regulationm;;
include all facts on which the employee bases
his/her belief -ind any arguments supporting the 2. - under the False Claims,,
belief. Act, 31 U.S.C. 3729-3731, or any other applicable

statutory authority; or
2. Written submission from any per-

sons that can substantiate the tzmployee', conten- 3. Criminal penaltie; under 18 U.S.C.
tions. 2806, 287, 1001, and 1002, or any other applicable

statutory authority.
3. A copy or any records the employee

believe, can substantiate his/her contentions., Timely filing of a request for a hearing will
stay the beginning of collection proceedings.

If the employee is contesting the offset lInteret.,nd penaby fee:; shall not accrue during
schedule, the petition shall contain the following the period trom the filing of a petition for hear.Sitemsc: ing until the date of a hearing official's determi-

natiomn.

Figure 8-1, Attachmnt 1 of the IAmand letter for Overpayment ol Pay (continued)
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GUIDANCE PERTAINING TO WAIVERS
S

Detailed regulations regarding waiver of claims for erroneous payments under the authority of 5

U.S.C. 5584 are contained in the DoD Financial Management Regulation, Volume 8, paragraph 080306., 4)
(DoD 7000.14-R). A copy is available in the civilian payroll office. In order to receive favorable
consideration, the determination must be made that collection action would be against equity and good
conscience and not in the best interests of the United States. Generally these criteria will be met by
finding that the erroneous payment occurred through administrative error and that there is no indication S
of fraud, misrepresentation, fault or lack or good faith on the part of the employee. Any significant
unexplained increase in an employee's pay and/or allowances which would require a person to make
inquiry concerning the correctness of his/her pay ordinarily would preclude a waiver whether or not the
employee fails to bring the matter to the attention of appropriate officials. Waiver of overpayments under
this standard depends on the facts existing in each particular case. However, the Comptroller General
of the United States has held that a waiver will not be granted if it appears the employee had records
(such as Leave and Earnings Statements) which, if reviewed, would have indicated an overpayment, and
the employee failed to review such docum~c'nt. for accuracy or otherwise failed to take corrective action.
Economic or financial considerations play no rolc in the determination of a waiver requL.,•.

An employee who wishes to request a waiver must submit an application for waiver of erroneous
payment to the civilian payroll office which made the erroneous payment. If the civilian payroll office
has been disestablished, the application is to be sent to the successor civilian payroll office. The
application must contain or cover the following information or points:

1. The employee's name and address;

2. The reason for requesting the waiver;S 0

3. A clear, concise, certified statement that the employee was or was not aware of being errone-
ously paid;

A. A statement detailing the enmployee's efforts ;to question the correctness Of the payment;

S. The date anI manner in which the einploh'ue became aware of the overpayment(s);

6. A statemcnt relative to the availability of wage/salary tables or schedules, if applicable; and

7. The employee's request for refund of any collection of the debt.
p

Figure 8-1, Attachment 2 of the IN-mand Letter for OVEwrpayment Ot Pay (continued)
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To Whom It May Concern: 
4

1, ___ SSN ragree to repay my indebtedness

of $ - by the following method(s).

One-time payroll deduction in the pay period ending

_ Payroll deduction in the amount of $_ _ per pay perio,! starting with the pay period -

ending until the debt principal and interest at the current Treasury rate is paid in full.

Cash payment by personal check,(must be received within 5 workdays).

In the event that should I retire or resign before collection of the debt is completed, all final pay

(salary, lump-sum payments, and awards) shall be applied to the unliquidated debt balance without S

additional notification.

Signature

Date

Daytime Phone Number

Figure 8 2, Sample Voluntary Repayment Agreement
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1. ITEMS REQUiRED FROM THE EMPLOYEE 0

A. The petition for the hearing:

1. Name

2. SSN

3. Date

4. Rcason(s) for requesting the hearing:

a. Contesting the validity of the debt

b. Contesting the amount of the debt

c. Contesting the terms of the offset

5. Reason(s) must be sustained by the employee as followq: p

a. When contesting the validity of the debt and/or contesting the amount of the debt:

(1). Provide a statement why the employee believes the civilian payroll office's
detvrminat-on of the validity and/or the amount of the debt is erroneous. Also provide a complete
description of the facts, evidence, and a summary of testimony of any witnesses which support the *
employee's belief.

(2). Copies of any pertinent records the employee wishes to have considered at
the hearing if they differ from those record!; previously provided to the employee by the civilian payroll
office.

b. When contesting the terms of the offset schedule proposed by the civi!ian payroll
office, the employee:

(1). Proposes an alternate schedule, i.e., how muc:h can be repaid each pay period.

(2). Enclose:; an affidavit of finiancial status.

(3). Provides copies of any records he/she wishes to be considered at
the hearing if they differ from the records previously provided by the civilian payroll office.

6. Employee's signature.
p

II. ITEMS RFOI.JIRFD FPRM T-F CIVtI !AN p PAYROL .L OFFICE

A. lull name and SSN of the employee.

B. Exact date ithe error was discovered. II
Figure S-3, Checklist for a iearing on Overpayment of Civilian Pay and/or Allowances
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C. Exact date and manner (due process notification) in which the employee was advised of the debt.
p

D. Aggregate jtotal) amount of the debt.

E. Computation of the amount of the debt including/excluding interest-to-date, and administrative
fees, if applicable.

F. Detailed circumstances which led up, to and under which, the erroneous payment(s) was/were
made.

G. Statement(s) corroborating and/or refuting the statemeni(s) made by the employee.

H. Copies of Leave and Earnings Statements for 3 pay periods prior to the error and the first 3 pay
periods beginning with the first overpayment.

I. Copies of all other documents pertaining to the case.

J. Annual leave cases require special documentation. They should include the following documents:

1. Copy of the erroneous SF 50 data.

2. Copy of the corrected SF 50 data.

3. The balance brought forward (and the date) from the last year in which the correct leave
accrual was used.

I "
4. Employee's leave record.

5. The hourly rate of pay and changes.

6. A copy of the SF 2806/31(X).

U

Figure 8-3, Checklist for a Hearing on Overpayment of Civilian Pay and/or Allowances (continued)
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FROM: (1)

TO: (2)

SUBJECT: Indebtedness to the United States as a Result of an Ovek'payment of Pay and/or tiflowances

Reference: (a) (3) b
(b) (4)

Reference (a) advised of your indebtedness to the United States iF" the amount of $ as a result
of an overpayment of pay and/or allowances. By reference (b), you submitted a petition for a heating
bawed on the (7) of the debt. Reference (c) is the hearing official's determination of your indebtedness
in the amount of 5(8).

In order to liquidate the debt in full, you are requested to prepare a personal check or money order
payable to (9) and send this instrument to the civilian payroll office at (10 no later than 15 days
from the date of this letter. Regulations also permit the indebtedness to be liquidated by deductions from
your current pay. If you prefer this method of repayment, please inform the civilian payroll office of your
preference and it will arrange for a one-time voluntar7 payroll deduction. Depending on the amount of
the debt in relation to your pay and your other expenses, it may be possible for you and the civilian
payroll office to establish a wrilten agreement for repayment of the debt by periodic installment
deduction,; from your pay.

Z Reference (a) explained that delinquent debt,; were subject to the assessment of interest, penalties, and
administrative expenses, and stated the policy relative to the excusal of these assessments. Under this
policy, these assessments have riot yet been made. They may continue to be excused if you now repay
the debt in full or are able to reach an agxement with the civilian payroll office regarding installment
liquidation of the debt.

, _ If you do not repay the debt, consent to a one-time payroll deduction, or establish a repayment
,chedule, this office intends to collect the debt involuntarily from your pay beginning on (11) . You
must contact the civilian payroll office by that date in order to avoid this offset. This deduction would
begin with the payday on __(1•_L. Reference (a) advised as to the estimated amount and duration of
the payroll deduction. If this deduction from your pay would, in your opinion, cause you to experience
extreme financial hardship, then you are urged to contact the civilian payroll office to arrange a more"lenient schedule.

Reference (a) also explained your right to a waiver of the overpayment. You may still exercise that
right. Hl-owever, in view of the time that has already elapsed, you must either repay the debt or make
arrangements tor payroll deductions co~icurrent with the submission and processing of your waiver
request. In the event that your request is granted, all amounts deducted shall be refunded to you.

Ou" point-of-contact in this matter is .13)_.

(Signature Elhment)

Figure 8-4 Sample Post-Hearing Lemand Letter for Overpayment of Pay and/or Allowances
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EXPLANATION OF BLANK SPACES ON SAMPLE POST-HEARING DEMAND LETTER

(1) The title or office symbol/code of the civilian payroll office.

(2) The full nakne of the employee,

(3) The initial demand letter.

(4) The emp~oyee's petition for a hearing.

(5) The hearing official's determination.

(6) The amount of the debt in the initial demand letter.

(7) Either "existence", "amount" or "the terms of the proposed offset schedule", as appropriate.

(8) The amount of the debt as determined by the hearing official. If the hearing official affirmed the
civili.•a payroll office's contention, the amount will be the same as blank (6).

(9) The office to whom the check or money order is to be made payable. I

(10) Provide the mailing address of the civilian payroll office.

(11) The date the involuntary deduction from pay begins.

1(12) The payday for the pay period indicated in blank (11). I •

(13) Provide the name, phone number and office symbol/code of the point-of-contact in the civilian
payroll office who can ans'wer questions regarding this debt.

S

S

! ~I"

Figure 84, Sample Post-Hearing IDemand Letter for Overpayment of Pay and Allowance!; (continued)
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REFUND OF PRIOR _2AR SALARY OVERPAYMENT Date

To: From-

I

Name and Social Security Number of Employee

refunded during the calendar year the sum of $ representing salary _
overpayment fnrm taxable year The Form W-2 (Wage and Tax Statement) for
calendar year has not been decreased by this amount.

Duty Station Federal Employer's Identification Number

State Identification Number

Typed Name, Title and Telephone Signature

Copy Forwarded To:

Internal Revenue Service

State of

City or Cotonty of

Figure 8-5, Prior Year Salaiy Overpayment Sample Format

256

IL _

0 0 0 0 0 0 0 0



I

'* DoD Financial Management Regulation Volume 8, Chapter 08 I0

Cinrrent Year Prior Year
Correctlions 

I

Required If Underpay Overpay Underpay Overpay**

Applicable A I A I A I A I

I Gi ,ss No No Yes Yes No No Yes Yes
0_Base No No Yes Yes No No yes Yes

Other Pay No No Yes Yes No No Yes Yes

Retirement No No Yes Yes No No Yes Yes

Social Security/ No No Yes Yes No No Yes Yes
Medicare.

Federal Tax 0 No Yes Yes No No No No

FEHB No No Yes Yes No No Yes Yes

FEGLI No No Yes Yes No No Yes Yes

State Tax No No Yes Yes No No No No

City/Locai Tax No No Yes Yes No No No No

Union No No Yes Yes No No No No * *
Charity NG No Yes Yes No No No No

Other No No Yes Yes No No Yes Yes
Deductions

W-2 No Yes* No Yes* No Yes* Yes* Yes*

941 No No Yes Yes No No Yes Yes

Correctic-ov
!rocessed on
Next Biweekly Yes Yes Yes Yes Yes Yes Yes Yes
Pay Cycle _

A - Active Employee; - Inactive Employee

YES - Requires a correction

Prt'pare L corre•ted W-2 only if a Fomni W-2 was issued. S
I ,r a prior year overpayment, the employee must repay the net amount plus deductions for Fedcrfl

tax, State tax, city or local tax, union, charity, allotmcunts, bonds, indebtedness owed the United States an(,
any other deductions for which the employee received value but which cannot be collected.

Table 8-1, Current and Prior Year Pay Correction Table
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CHAPTER 09

RECORDS, FILES AND REPORTS

0901 RECORDS AND FILES 1. The amounts reported on the
annual Form W-2 furnished each individual shall

090101. Payroll Documentation agree with the total amounts withheld during 5
the year as shown by the civilian payroll office

A. A voucher shall be prepared for records.
each disbursement or group of disbursements.
Each voucher shall be certified before payment 2. As an integral part of the
by a duly authorized certifying officer. No DoD financial accounting systems, an SF
employee shall certify his or her own disburse- 2806/3100 and a related control account for each
ments. civilian employee for whom retirement deduc-

tions are made shall be kept in accordance with
1. Dlductions for CSRS and OPM requirements.

FERS, life insurance, and health benefit programs
together with employer contribuiions shall be 3. A naster employee record
paid to the OPM each pay period. The SP 2812 shall be kept for eath employee for whom 5
shall be used to report these deductions. A ,avings bond deductions are made, showing the
consolidated SF 2812 shall be submitted biweekly deductions, purchases or refunds, and unapplied
to OPM by facsimile equipn nt, if available, balances.

2. Federal income, Social Securi- 4. Each EDoD civilian payroll 1
ty, and Medicare taxes withheld shall be paid to office shall keep, for each calendar year, a record
the IRS as provided by the TFM (reference (ag)) of the total amounts withheld from employees'
and Circular E (reference (i)). State or city/lcwal salaries and the total amount of the employer's
income taxes withheld shall be paid to the contributions for group life insurance. These
appropriate taxing authority in accordance with records shall be kept in a ledger or other appro-
the TFM (reference (ag)). priate form or shall be represented by file copies

of vouchers from which such information has
3. Deductions and employer been reported to OPM.

contributions for the TSP and TSP loan repay-
ments shall be paid to the U.S. Department of 5. A record shall be kept by
Agriculture NFC. each enrollment code number of the employee

deductions and the employer's contributions for
4. Other amounts withheld shall health benefits. The number of enrollees includ-

be paid in accordance with regulatoins or in ed in this record shall be reconciled within the
structions furnished by the employee, payroll office, monthly or more often, if neces-

sary, with the number of enrollees in the perma-
F Payments to those for whom nent listing reported to each carrier, The civilian

deductions ire authorized to be paid shall be payroll office shall reconcile the names and

econcil.ed on a cyclical basis, at le.ast annually, numbers of employees-. enrolled, by code, to the
with the amounts withheld plus the related carriers' records based on the SFs 2809 and SFs
employer contributions, if any, as shown by the 2810 sent in support of the SFs 2811. This joini
pay or other records. This procedure is neces- reconciliation between the civilian payroll office
sary to determine whether the correct amounts and the carriers shall be accomplished quarterly
are being reported to those authorized to receive or, if necessary, more often. 0
deductions and contributions that are deducted
from the employee's pay. 6. The payroll records shall

provide a clear audit trail from the gross pay

259
SK

S S S S S1



19

Volume b, Chapter 09 DoD Financial Mamigemen RegulationI

calculation to the net pay received by the em- A. City/Local Income and Emplov-
ployee by pay period and by year-to-date totals. ment Tax Relorts. These reports are submitted

to cities/localities that have reached an agree-
7. A record shall be kept for ment with the U.S. Secretary of the Treasury and

each employee for whom TSP de!ductions and to cities/localities where voluntary deductions
agency contributions to TSP aie made. have been made from employees. The reports

are sent to the city/local taxing authorities based
0902 REPORTS on the frequency prescribed by each municipali-

ty.
090201. General. DoDcivilian payroll systems
must support the various legal and regulatory B. State Income Tax Reports. These
requirements by generating reports at regular reports are required by States that have reached
intervals, on an as-needed basis or by producing an agreement with the U.S. Secretary of the Trea-
reports to meet special requirements. They shall sury. The reports are sent to the State taxing
also support management by generating reports authorities based on the frequency prescribed by
that provide the necessary information to ensure each State.
the system's integrity. Under the provisions of
title 6 of the GAO Policy and Procedures Manual C. Report on Transfer of Employee
for Guidance of Federal Agencies (reference b
(bg)), reports shall be: 1. When an employee transfers

within the DoD to another civilian payroll office
A. Prepared accurately and promptly or to another Federal agency, an SF 1150 is pre-

and distributed to the appropriale recipients to par I by the losing civilian payroll office at the
ensure receipt when the information will be of time of separation. All blocks on the SF 1150
maximum benefit, pertinent to the employee must be completed * *

accurately (see Table 9-1). In addition to report-
B. Based on, supported by, and ing transferred leave balances, this form is used

periodically validated against appropriate de- to report other pertinent information for the
tailed information in the payroll system. employee. This pertinent information is includ-

ed under the Remarks section of the form. This
C. Sent in a timely manner to officials includes, but is not limited to, information on the p

I who authorized, or were responsible for, pro- employee's year-to-date wages for Social Security
cesscd payroll transaction,; and shall be reviewed and/or Medicare tax purposes, year-to-date TSP
by those officials for completeness and accuracy. deductions, last deduction for FEH-IB and FEGLI,
However, producers of these reports shall be dale through which the insurance deductions
Lresponsible for correcting errors due to inaccu- were made, and overseas or territorial differen-

rate reading or inputting of data. Discrepancies tial data. Mechanized SFs 1150 shall include the p
in reporting, transmitting, or depositing funds information contained in the printed standard
shall be resolved promptly. form. After the SF 1150 is completed by the

losing civilian payroll office, it is forwarded to
D. Discussed periodically with users the losing civilian personnel office. The losing

and modified or eliminated as appropriate to civilian personnel office includes it in the
meet user needs, employee's OPF and forwards it to the gaining 0p ..... anpmnno, office. Aftcr the SF •110i

E. Retained and disposed of in accor- received by the gaining civilian personnel office,

dance with the General Records Schedule 2, it is forwarded to the gaining civilian payroll
(reference (g)), with sensitive data as defined by office.
5 U.S.C. 552a (reference (b)) handled in accor-
(lance with the provisions of the Privacy Act a. To expedite the forward-
(reference (c)). ing of the SF 1150 within DoD, the losing civilian

payroll office shall forward a copy to the gaining
090202. As-Required Reports civilian payroll office, if known, at the time the

2W6
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original SF 1150 is forwarded to the losing A. LES. An LES showing gross pay, "Xi
civilian personnel office. Upon receipt of the deductions, and net pay for the current pay g
original SF 1150, the gaining civilian payroll period and cumulative totals for the current
office must verify that the SF 115C data has not year, along with leave balances at the end of the
previously been recorded in the payroll system, pay period and year-to-date, should be mailed to

the employee's nonwork address every pay
b. A duplicate copy of the period.

SF 1150 is retained by the losing civilian payroll a
office for audit purposes. B. SF 2812 and SF 2812A. The

amount collected for employee retirement (CSRS
c. For leave adjustments and FERS), FEHB, and FEGLI deductions, mili-

over 3 years old, the current civilian payroll tary service deposits, reemployment offset, and
office is responsible instead of the losing civilian the agency's contributions for retirement (CSRS
payroll office, and FERS), FEHB, and FEGLI are transferred to S

OPM. Under procedures prescribed by OPM,
2,. Delayed Receipt of SF 1150. the civilian payroll office uses a no-check-issue

If the OPF containing the SF 1150 is delayed in procedure as the means of payment to OPM.
reaching the gaining civilian personnel office, Funds are transferred to OPM using the SF 2812.
and the employee is taking leave, the gaining The SF 2812A provides the total employee
civilian payroll office is responsible for determin- deductions and agency contributions; for health S
ing tbe employee's leave balance. If necessary, benefits by health benefits plan enrollment code
the leave balance shall be requested by message for the pay period.
or facsimile. This information is subject to the
Privacy Act (reference (e)) and must be handled C. Retirement Insurance 'Transfer
in accordance with the provisions of that Act. System (RITS)
Also, the gaining civilian payroll office is autho-I 0
rized to use the leave balance shown on the 1. RITS is a subsystem for the
employee's last LES, subject to verification upon On-Line Payment and Collection (OPAC) System
receipt of the SF 1150. developed by the OPM and Treasury to report

civilian retirement and insurance contributions.
3. SF 11SOA (addendum to SF The automated RITS ipterface with the payroll

1150). This form records the transfer of leave for system replaces the manual submission to the S
leave recipients covered by the voluntary leave OPM of the SF 2812/2812A.
transfer program. It must be used when a cur-
rent leave recipient transfers to anothek, civilian 2. To process the RITS transac-
payroll office or Federal agency without a break tions, the civilian payroll office shall provide the
in service. It will be attached to the SF 1150. disbursing office with the payroll system gener-

ated hard copy of the DD 592, Payroll for Per- 6
D. _equesl for Wage and Separation sonal Services (Certification and Summary), the

Information. The civilian payroll office provides SF 2812/2,812A, and if applicable, any disburse-
wage data to the civilian personnel office in ment vouchers for cash payments.
accordance with section 0601. A file copy of all
data furnished to the civilian personnel office is a. Cash payments received
maintained for 2 years in accordance with the from employees for military deposits, health 0
General Records Schedule 2 (reference (g)) and benefits payments, etc., are considered current
then destroyed. transactions. The funds are collected and dis-

burse.d from the deposit fund accoont 97X6875,
E. SF2806/3100. The civilian payroll Suspense. The total of the DD 592 and cash

office prepares and maintains the SF 2806/3100 disbursement voucher should equil the total of
in accordance with section 0403. the SF 2812. Cash collections for health benefit

indebtedness received from pay accounts not
090203. Biweek1V reports carried forward from former payroll offices must
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be reported to OPM separately on a supplemen- a. Adjustments for accounts
tal SF 2812 using the Gff-Line Bulk Data Transfer which have not been transferred to the consoli-
RITS software, dated civilian payroll office. These accounts

were inactive on former payroll office records

b. The disbursing office and did not convert to the consolidated office.
"shall ensure the voucher amounts agree and the Responsibility for these adjustments has been
vouchers contain proper certifying signatures affixed with the consolidated payroll operation
before authorizing the transmission of the file to as a part of the DFAS civilian payroll concept of
OPM. The delay between the payroll system file operations. These adjustments could involve
creation and transmission is a necessary step in correction of a retirement plan or cash collections
the process to establish adequate internal con- for military deposits or health benefit indebted-
trols for the disbursement of Government funds. ness.
If the file is transmitted before the payment date,
OPM will warehouse the data until the settle- (1) Retirement Plan
ment date. Correction. These adjustments must be reported

to OPM via a hard copy SF 2812 citing the
c. The OPAC transaction is Payroll Office Number which orig'nally reported

a direct payment to OPM. Report the transaction the deductions and contributiorn. Corrected
on the SF 1219, Statement of Accountability, by retirement records and registers citing the former
increasing line 2.8 and line 4.1. The civilian payroll office must also be prepared and for-
payroll office no longer charges account 24X8135 warded to OPM. Copies of the SF 2812, regis-
to offset the SF 2812 payment. ters, and records must also be forwarded to the

departmental reporter for the former payroll

d. The disbursing office can office so that cumulative balances may be adjust-
generally confirm the transactions on I to 2 ed. O
workdays following the OPAC payment date by
accessing the OPAC system and selecting num- (2) Cash Collections for
ber 6 - Print Bills charged to the payroll office Military Deposits. Cash collections for military
Agency Locator Code. The system provides deposits must be reported via a hard copy SF
prompts to enter data that identifies the report to 2812 citing the Payroll Office Number which
print. Cite the confirmed OPAC document originally reported the deductions. Corrected
reference number on the original vouchers to retirement records and registers citing the former
show payment by OPAC. payroll office must be prepared and forwarded

lo OPM. Copies of the SF 2812, registers, and
3. RITS provides the capability records must also be forwarded to the depart-

to report on a regular biweekly basis, as well as mental reporter for the former payroll office so
to report adjustments in a supplemental off cycle that cumulative balances may be adjusted.
mode. Reporting during the regular biweekly
cycle is the preferred method and automated (3) Cash Collectionr for
capabilities of the payroll system must be fully Health Benefit Indebtedness. Cash collections
utilized in order to do so. Use of a supplemen- for health benefit indebtedness should be report-
tal reporting cycle should be limited to the ed via RITS as a supplemental SF 2812/2812A
greatest extent pos',,ble, from the consolidated payroll office using the

consolidated payroll Office Number.

S'4. Cornsolidated civilian payroll
offices using RITS may have tbe occasion in b. Adjustments for account,;
report adjustments applicable to former payroll whi, have been transferred to the consolidated
offices as well as adjustments applicable to the civilian payroll office. These accounts were
consolidated office. The following procedures active on former civilian payroll office records 6
for these situations have been developed: and converted to the consolidated office. Adjust-

ments may be for accounts which have become

inactivw since consolidation or for those still in
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an active status. Responsibility for these adjust- Funds are transferred to NFC using the Form W.
ments has been affixed with the consolidated TSP-2. S
payroll operation as a part of the DFAS payroll
concept of operations. Records for both the E. DD Form 592. This is a payroll 4
former and current payroll office may have to be voucher used for certification of the accuracy of
corrected, depending on the effective date of the the payment. It also provides accounting data in
correction involved. connection with civilian payroll. Clear text

appropriation data is in Part II of the DD Form S
(1) Retirement Plan 592 to permit departmental reporting to the

Correction. These adjustments may involve both Components. This data is in addition to the
hard copy reporting via the SF 2812 and report- unique job order data.
ing via RITS. Adjustments which are effective
prior to the transfer to the consolidated office F. Civilian Employment Expense Re-
must be reported to OPM via the SF 2812 citing ports, In support of DoD Instruction 7720.22 •
the former civilian Payroll Office Number. Cor- (reference (bh)), the civilian payroll office gathers
rected retirement records and registers for that information on the costs of civilian employment.
portion applicable to the former payroll office This financial and statistical information serves
must be prepared and forwarded to OPM. A as the basis for budget arnd apportionment
copy of the SF 2812, registers, and records must estimates and is used for reporting such esti-
also be forwarded to the departmental reporter mates to the OMB and the Office of the Secretary -
for the former civilian payroll office so that of Defense. This information also is used for
cumulative balances may be adjusted. That monitoring budget activities at departmental
portion of the adjustment applicable to the levels. The civilian payroll office either provides
consolidated payroll office must be corrected this cost information biweekly as feeder data (if
through the payroll system and reported via the a consolidated civilian payroll office) or prepares
RITS regular biweekly cycle Adjustments for an expense report on the costs of civilian em- S S
accounts which have become inactive since ployment to the Components monthly (if a non-
consolidation must be corrected through the consolidated civilian payroll office),
payroll system by reactivating the account.

G. Reports of Salary Offsets for Non-
(2) Cash Collections for DoD Federal Agencies

Military Deposits. Cash collections for military S
deposits must be reported via RITS during the 1. Report of Collections. The
regular reporting cycle. Collections for accounts civilian payroll office forwards a biweekly report
which have become inactive since consolidation to each creditor agency of the LiLections made
must be corrected through the payroll system by for the pay period. This report shall include, at
reactivating the account. Correction through the a minimum, the non-DoD agency to which the
payroll system is necessary in order to maintain collections apply, the civilian payroll office name •
the proper sequencing of system assigned regis- and address, the employee's name, the amount
ter numbers. collected for each employee, the time frame for

which the collection applies, and the total
(3) Cash Collections for amount of collections remitted to the non-DoDi)

Health Benefit Indebtedness. Cash collections agency.
for health benefit indebtedness must be reported -
via RITS during the regul.r biweekldy reporting 2. Reptrt of Employees with
cycle. Salary Offset. The civilian payroll office for-

wards a biweekly report of employees with
D. Form TSP-2, "Certification of salary offsets for non-DoD Federal agercies to

Transfer of Funds and Journal Voucher." A no- the DFAS Center which originally forwarded the
check-issue procedure is used to transfer the salary offset reque'.t to the civilian payroll office.
amount collected for employee's TSP deductions This report shall include, at a minimum, the i
as well as the agency contributions to the NFC. employee'!; name, SSN, creditor agency, amount
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of the last biweekly collection amount, pay date B. Employment Statistics Program,
of the last collection, and the debt balance IRCN 9184 DOL-XX. Upon reqLest, the civilian
amount. In the case of employees with more payroll office furnishes feýedcr data to the civiliats
than one debt to a non-DoD Federal agency, the personnel office on total wages paid to civilian
above infonnation shall be provided for each employees for specific calendar quarters. The
debt. civilian personnel office prepares and submits

the final report. This report has been cleared in
H. Reporting Ur.ion Dues to Labor accordance with FIRMR 201-9.202-2 (reference

Organizations or Associations of Management (bi)), and assigned IRCN 0184 DOL-XX.
Officials or Supervisors. Each pay period the
civilian payroll office shall prepare a listing for C. Employer's Quarterly Federal Tax
each recipient of withheld dues as specified in Retuirn, Form 941. Each civilian payroll office
the withholding agreement. At a minimum, the shall report tax payment information to the IRS
listing shall include the name and address of the on Form 941, The report shall be completed and
civilian payroll office, the labor organization or filed by tie due date established by the IRS.
association for which the listing pertains, This is normally the end of the month following
employees' names and amount of dues deducted the close of the quarter. If all the taxes for the
for each, total amount collected, and system quarter are deposited when due, file the Form
generated remarks that !xplain discontinued 941 by the 10th day of the second month fol-
deductions. lowing the close of the quarter. The tax payment

information required under Schedule B, Record
090204. Monthly Reports of Federal Tax DeposiLs, shall come from the

payment records. The total amount of tax pay-
A. Monthly Report of Federal Civilian ments during a quarter shall agree with the total

Employment, Interagency Report Control Num- taxes due, with no further payment required to
her (IRCN) 1032-OPM-MO. This report is re- be made with the Form 941, Thle Form 941 can n •
quired by OPM and is prepared by each office be obtained from the nearest IRS office.
maintaining operating budget/allotment ledgers.
It reports obligations for wages and salaries 1. Civilian payroll offices with
earned by, and lump-sum leave payments made the capability shall utilize FEDTAX to report
to, civilian employees and wages and salaries of Formo 941 data to the IRS. FEDTAX is an IRS-

' foreign national, direct-hire personnel. This and U.S. Treasury-developed software applica-
report has been cleared in accordance with the tion that utilizes the Government On-Line Ac-
Federal Information Resources Management counting Link System to eliminate hard copy
Regulation (FIRMR) 201-9.202-2 (reference (bi)), reporting of Form 941 quarterly and issuing U.S.
and assigned IRCN 1032-OPM-MO. Treasury checks to the IRS.

B. Manpower and Funding Report. 2. The civilian payroll office
,ce subparagraph 090203.F. forwards the IRS disbursement vouchers (i.e., the

SF 1049) to the disbursing office at an agreed-
090205. Quarterly Reports upon time preceding the payment date for

transmitting the voucher data through FEDTAX
A. Conlinuation of Pay for Disablin , to the IRS.

Job Related Traumatic Injuries Sustained by
Federal Employees. IRCN 0063 DOL-QU. The 3. The disbursing office returns
Department of Labor requires a quarterly report the Form 941 printout to the civilian payroll
(n COP. The requirement was established by 20 office the day following eacb IRS disbursement.
C.F.R. 10.2.06 (reference (w)) and applies to all This printout reflects the cumulative tota!s for
civilian payroll offices including National Guard the quarter.
units. This t-eport has been cleared in accor-
dance with FIRMR 201-9.202-2 (reference (bi)), 4. The civilian payroll office
and assigned IRCN 0063 DOL-QU. corrects any discrepancies as needed.
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090206. Semiannual Reports U.S. Army Finance Command
Att,.: SFFM-FC-DD

A. U.S. Savings Bonds Payroll Say- Indianapolis, IN 46249-3060
ings Report, IRCN 0215-TD-SA-T Cet

c. For Department of Navy

1. In accordance with Volume 5 activities:
of this Regulation, the consolidated civilian
payroll offices shall provide feeder-type data on Administrator
bond participation statistics to the recipients in Navy Savings Bond Prograr-
subparagraph 090206.A.2. This report has been Navy Military Personnel Cormmand
cleared in accordance with FIRMR 201-9.202-2 (NMPC-64CC)
(reference (bi)), and assigned IRCN 0215-TD-SA- Washington, DC 20370-5640
T. This data shall be submitted twice yearly on
or before the 25th day following the end of each B. Report of Withholdings end
semiannual calendar period (31 March or 30 Contributions for Retirement, Group Life Insur-
September). The report shall include the follow- ance, and Employees Health Benefits, IRCN 1064
ing: OPM-AN. OPM has requirements for a semian-

nual headcount required for the last pay period
a. Pay period ending date; paid during the 1st through the 15th of March

and September. OPM's Payroll Office Letters
b. The reporting payroll contain line-by-line instructions, for completing

office; the headccint togethcr with illustrative examples
of data OPM requires. OPM Form 1523 must be

c. Summarized data by attached to and submitted with the SF 2812 and
Component with break out by Geographic SF 2812A covering the same period. This report
Location Code; has been cleared in accordance with FIRMR 201- * *

9.202-2 (reference (bi)), and assigned IRCN 1064
d. A column with the total OPM-AN.

number of employees;.
C. Civilian Direct Deposit Particina-

e. A column with the tion Report. When directed, the civil!2_a payroll
number of employees enrolled in the payroll office furnishes data to the appropriate function- S
savings plan; al organization on civilian employees participat-

ing in DD/EFr. This feeder-type information is
f. A column with the used by DoD managers to report to the Treasury

percentage participation; and Department's Financial Management Service
payment volumes stratified by payment mecha-

g. A column with the total nism (such as cash, Treasury Department check
dollar amount withheld from employees for the and direct deposit/El-" salary payments), The
pay period. DoID report is due to the Treasury Department

within 30 days following the end of March and
2. The consolidated civilian September of each year.

payroll offices shall submit the report to the
following-: D. Semiannual Report of Enrollees in 3

Prepaid Health Benelt Plan,. A semiannual
a. For Air Force activities: report of enrollees in prepaid plans is attached to

the SF 2812, listing enrollees' names and total
HQ AFMPC/DPMASC money (withholdings and contribution). The

550 C St. West, Suite 12 semiannual report shall include enrollment data
Randolph AFB, TX 78150-4714 for prepaid plans for the payroll paid during the 1

1st through the 15th of Ma2rch and Septemiber. 11
b. For Army activities: there are two payrolls paid during that period,
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the civilian payroll office shall only report enroll- 2. Wage and Tax Statements to
ment data for th, last payroll paid. The data in States
this report shall first be sorted by FEHB enroll-
ment code and ihen SSN. The report shall pro- a. The civilian payroll office j
vide a subtotal for each enrollment code and a provides this information to States that have
grand to•al for each plan. The number reported Treasury-State withholding agreements.
should reconcile to the SFs 2811.

b. The civilian payroll office
090207. Annual Reports provides annual information returns on Form

W-2. (Other forms prescribed by States shall
A. Report of Work-Years and Person- not be used).

nel Cost. IRCN 0197-OPM-AN. This report
provides information OMB Aequires to estimate c. Reports to States for
the cost of proposed Federal pay increases, wages earned and taxes withheld shall be sub-
evaluate the financial effects of proposed legisla- mitted as required by the reporting requirements
tion on civilian personnel compensation and for each State. Reports shall include:
benefits, and prepare analysis of pay and person-
nel benefits of Federal employees. The consoli- (1) Employees em-
dated civilian payroll office provides feeder-type ployed in the State and subject to tax (whether
data on the leave data for part C of this report. or not iax is withheld); and
This report has been cleared in accordance with
FIRMR 201-9.202-2 (reference (bi)), and assigned (2) Employees who
IRCN 1097 OPM-AN. have established voluntary allotments for that

State's income tax.

B. Report of Personnel and Payroll d. The civilian payroll office 5 0
Outlays by Operating: Locations, Report Control includes in the returns only the information on
Symbol (RCS): DD-DA&M(A) 1600. The civilian Forms W-2: employee's name, address, SSN,
payroll office provides system-generated, feeder- wages and taxes withheld, if any.
type information in accordance with DoD In-
struction 7710.3 (reference (-J)). This report e. The civilian payroll office
contains statistical information on civilian erm- shall submit Forms W-2 or magnetic tape to
ployment and DoD payroll outlays by location, report to States. If the State taxing authorities

have agreed to accept magnelic tape, the civilian
C. Wage and Tax Statements payroll office shall submit the information on a

separate tape file. The civilian payroll office shall
1. Waye and Tax Statements to file all returns in accordance with instructions

SSA. Form W-2 is used to report taxable income issued by the State taxing authorities. The
to the SSA and IRS. The civilian payroll office civilian payroll office must request approval
shall issue a Form W-2 to employees no later from State agencies before reporting by magnetic
than Janu. y 31 of the year following the appli- tape. Civilian payroll offices can get a list of
cable tax (calendar) year. This also applies to State agency contacts from the regional SSA
employees who died or separated during the office or from SSA, P.O. Box 2137, Baltimore, MD
year. Individuals may request the form at an 21203.
earlier date by making their request in writing to
the civilian payroll office. In such instances, the f. The civilian payroll office
form is to K- issued within 30 calendar days of may have to report information to more than one
receipt of the request or of the final payment, taxing authority for the same employee. If so, it
whichever is late'. Civilian payroll offices in the shall supply a copy of Form W-2 to the proper
DoD are required to use the DFAS approved taxing authorities on n'quest. Those authorities
standardized Form W-2 each year. will decide if the employee is liable for any tax.
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g. A State requirement to a. The civilian payroll office
file information return, monthly does not affect must give annual Forms W-2 to:
existing arrangements to submit Forms W-2 only
once a year. (1) Employees subject

to mandatory withholding;
3. Wage and Tax Statements To

Cities (Cr Other Localities (2) Employees subject
to the tax, but not the withholding, because they

a. The civilian payroll office do not reside in the State in which the city or
provides this information to cities/localities that locality is located--this includes those who did
have Tr-asury-city/locality withholding agree- not elect voluntary withholding--and
ments and to cities/localities where voluntary
deductions have been made. (3) Employees subject

to the tax, but not the withholding, because their
b. The civilian payroll office regular place of duty is outside the city or

provides annual returns on Form W-2. (Other locality, if they have elected voluntary withhold-
forms prescribed by cities/localities shall not be ing.
used). Reports shall include:

b. The civilian payroll office
(1) Employees em- shall mail annual wage and tax information

ployed in the city/locality and subject to tax returns to each employee's nonwork address by
(whether or not tax is withheld); and January 31 of the next year. The Form W-2 shall

include:
(2) Employees who

have established voluntary allotment% for that (I) Emp~oyte's name,
city/locality's income tax. SSN, and address.

c. The civilian payroll office (2) Wages subject to
includes in the return.s only the information on Social Security/Medicare, Federal, State, city or
Forms W-2: employee's name, address, SSN, local withholding.
wages and taxes withheld, if any. •

(3) So~cial Securi-

d. The civilian payrnll office ty/Medicare, Federal, State, city or local tax
shall submit Forms W-2 or magnetic tape to withheld, if any.
report to cities/localities. If the city or locality
taxing authorities have agreed to accept magnetic (4) Name of State, city
tape, the civilian payroll office .thall submit the or county.
information on a separate tape file. The civilian
payroll office shall file all return,; in accordance (5) City or county as-
with instructions issued by the city and locality signed EIN.
taxing authorities. The civilian payroll office
must request approval from city or local agencies D. SF 2811
before reporting by magnetic tape.

e. A city or locality require- 2t9/2M0,1 to the FEHB carriers. It is also used
ment to file information returns monthly does to reconcile carrier and civilian payroll office
not affect existing arrangements to submit Formis enrollment records.
W-2 only once a year.

2. The civilian payroll office
4. Wage and Tax Statements To prepares an original and two copies of the SF

Employees 2M11 to cover the transmittai of SFs 2,ti)/2810
that are accumulated for no rnore than I week.
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Transmittal of these forms should not be delayed included in the count under "add" or "deduct"
to coincide with applicable payroll deductions, entries explained below.
The SF 2811 is prepared as follows:

(3) Add:
a. Carrier's Name, Address,

and Code. Indicate the carrier's name, address (a) New Enrollees
and code from the OPM Payroll Office Letters (SF 2809). Include employees enrolling for the
issued annually that transmit FEHB information. first time and employees changing from one
The carner code is the first two digits of the carrier's plan to another.
enrollment code.

(b) Changes in
b. Payroll Office Number. Code (SF 2809). Include employees changing

' enrollment code number within the same plan
c. Report Number. The SF (when parts B and C of the SF 2809 show the

2811 "report number" begins with'a two-digit same carrier). The entry on this line should
number designating the caiendar year and runs correspond with the code number in part B of
in numerical sequence starting with number 1. the SF 2809.
Thus, 93-1 would be the number of the first SF
28iI sent on or after January 1, 1993. The sec- (c) Transfers in (SF
ond SF 2811 in that year would be 93-2. Begin a 2810). Include transfers into the payroll office
new series of numbered transmittals starting from other payroll offices (part D of the SF 210).
with the number I with the first transmittal in
the calendar year. Use a separate numbering (d) Other (See
series for each carrier. Remarks). Report other additions to enrollments

not shown on the preceding lines. Examples:
d. Date of Report. Indicate reinstatements (part G of the SF 2810); void

the transmission date of the SF 2811. actions; and corr tions in count requested by
carrier. Support line entries with a brief expla-

e Part A, Transmittal. nation under Remarks.
Record in the spaces provided the number of SFs

( - 2809/281(0 being transmitted. (4) Deduct:

f. Part B, Summary Report (a) Cancellations
of Number of Enrollees: (SF 2809). Include voluntary cancellations only

(part D, item 2 of the SF 2809).
" (1) Enrollees From Last

Report. Enter the numbers shown on line "Total (b) Changes in
Enrollees" from the prior report. Code (SF 2809). Include employee:; ch, nging

enrollment code number with the same plan
(2) Sorting. To facilitate (when parts B and C of the SF 2809 show the

preparation of the report and assist the carrier, same carrier). The entry on this line should
sort SFs 2809/2810 and attach to SF 2811 in the correspond with the code number in part C of
order in which the count is recorded. For exam- the SF 2809. NOTE: The adds and deducts for
pne, for new enrollees', sort ithe SFs 2809 accord- changes in code must agree in the total column.
ing to the last digit of the enrollment code

Anumber. These SFs 2809 would be the first (c) Changes in
group of attachments. For changes of enrollment Plan (SF 2809). Include when parts B and C of
code, sort S's 2809 the same v ay and make the SF 2809 are completed to change enrollment
these the second group of attachments. SFs 2810, from one plan to another.
showing a change in the name of the enrollee
(part F) only, are the last attachment, and are not 1
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(d) Terminations
(SF 2810). Include when part B of the SF 2810 is
completed,

(e) Transfers Out
(SF 2810). Used for transfers to another civilian
payroll office (part C of the SF 2810).

(f) Other (See
Remarks). Report other deductioni in enroll-
ments not shown on the five preceding lines.
Example: Suspensions (Part F of the SF 2810);
void atfions; and deduct corrections in count
requested by carriers. Support line entries with
brief explanation under Remarks.

(5) Total Column. For
each line, enter total count.

(6) Total Enrollees.
Obtain the count on this line for each enrollment
code number by deducting the total deducts
from the total enrollees from the last report plus
adds.

g. Part C, Certification. I *
Show the civilian payroll office name and ad-
dress as registered with OPM. The civilian
payroll office supervisor, or other designated
individual, signs the form in the appropriate
space.

3. Before sending the SF 2811,
the civilian payroll office places the report
number in the lower right-hand corner of the
carrier's and civilian payroll office's copies of
each attached SF 2809/2810.

4. The SF 2811 is distributed as
follows:

a. The original and first
copy are sent by first class mail to the carrier,
supported by the carrier's copies of the SFs
280q/2810.

b . The second copy, sup-!

ported by the civilian payroll office's copies of
the SFs 2809/2810, is kept for the civilian payroll
office's files pending the return of the first copy
by the carrier.
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RECORD OF LEAVE DATA
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ITEM ENTRY

I Enter name and :niddle initial of the employee exactly as used on the pay records. i

z Enter employee's SSN. a'

3 Either Weave this blank or enter the data required by the respective payroll system being used,
such as the payroll control number.

4 Enter date and nature of separation as shown on the SF 50 effecting separation or transfer.

5 Enter employee's status for leave purposes. Show in the proper block whether the employee
is subject to overseas maximum annual leave accumulation. Show ending date of pay period
when this stopped, and annual leave balance.

6 Check the appropriate block to show employee's total creditable service for leave purposes as
of the date of separation or transfer. Show years, months, and days, if less than 15 years.

7 Enter ending date of prior leave year and balances of annual, sick and restored leave brought
forward to current leave year.

8 Enter date through which leave was credited and amount of annual and sick leave earned and
credited since the beginning of the current year.

9 Enter sum of the prior balances and current acciuals.

I0 Enter reduction in annual and sick leave credits caused by absences in a nonpay status. If none,
enter "0".

11 'nter number of hours of annual and sick leave taken during the current year through date of
separation or transfer as shown in item 4.

12 Enter figures derived by subtracting the total reduction in credits and leave taken from the total
figures in item 9. Add "*' in sick leave balance column and explain in item 24 when sick leave

* Ibalance is reported to O(PM on SF 2806 for use as a credit in computing annuity.

13 Enter total hours representing lump-sum payment. This includes annual ieave, excess annual
leave (any amount over employee', ceiling-normally 240 hours), and restored annual leave,

14 Enter salary rate at which lump-sum payment was computed. If more than one salary rate was
involved, state the number of hours computed at each rate. Also see item 13.

15 Enter inclusive dates and the number of hours inchtded in the lump-sum annual leave period.

16 Enter number of hours of absence in a nonpay status during the leave year in which separated.

17 Enter beginning date of waiting period for next step increase, and total number of hours of

LWOP, furlough, suspernsion, and AWOL since the waiting period began.

' Table 9-1, Instructions for Completing the SF 1150 (continued)
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18 Enter date of arrival abroad for home leave purposes and date of completion of basic service
Period,

19 Enter date the current 12-month home leave accrual period began and number of houlS in a

nonpay status during the current period.

20 Enter date through which hiome leave was credited and current balance of days of leave earned.

21 Enter rate of accrual for each 12 months of service abroad.

22 Enter dates on which home leave was used during prior 24 months.

2'3 Enter inclusive dates of regular or special military leave taken during the current calendar year.

24 Enter amount of employee deductions for FEHB and FEGLI. Show date through which last
deduction was made. Include FEl-IE carrier code and enter last day in a pay status.
Miscellaneous data:

a. If nonforeign differential, nonforeign allowance, or foreign differential were paid as a part
of the lump-sum payment for leave, identify the rate(s) and kind of payment by number of
hours and calendar dates.

b. Show total number of days worked by an intermittent employee as of date of separation.

c. For 700-hour employee, enter "700-Hour Employees," hour; worked, and separation date.

d. If employee retired and sick leave was reported to OPM for use as a credit iii computing
annuity, enter "Sick leave used in computation of annuity and is not available for recredit."

e. Enter unused military leave,

,f, If an employee transfi-rs restored annual leave, indicate the balance of restored leave and the
year it %All be forfeited. For example:

Restored leave Forfeit at end of leave year

24 1990
16 1992 5

g. If an employee receives a lump-sum payment that includes restored leave, project the hL, p-
sum leave period in the following sequence: (1) Restored annual leave projected to expire at the
end of the current leave year. (2) Excess annual leave; (3) Restored annual leave projected to
expire in other than the current leave year; (4) Regular annual leave. Example: An employee
separates May 16, 1992, wi~h an annual (regular) leave balance of 368 hour., has a ceiling of 304
"hours, and has a restored annual leave balance of 40 hours; 24 hours must be used by January
10, 1991, and 16 hours by January 9, 1992. The information is recorded in block 24 as follows:

Table 9-1, hJstructioos for Completing the SF 1150 (Continued)
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ILUMP-SUM LEAVE DATA

TYPE OF ANNU- TOTAL FROM TO FORFEIT AT
AL LEAVE HOURS PAID YR MO DA YR MO DA END OF

LEAVE Y"EAR
Restored 24 91 05 18 91 05 20 1991

Excess 64 91 05 21 91 06 01 199i

Restored 16 91 06 02 91 06 03 1992

Regular 304 91 06 04 91 07 27
iS

h. Show the amount of the employee's year-to-date wages for Social Security and or Miccare
tax and the as of date.

i. Show the amount of the employee's year-to-date TSP deductions and the as of datc.

j. Show any other pertinent information on the employee (see subparagraph 090202,CI.).

25 Enter the signature of the certifying official,

26 Enter the title of the certifying official, address and telephone number to whicl, inquiries
regarding the form should Ie directed.

27 Enter the date the SF 1150 was prepared.

S

ID

Table 9-1, instructions for Completing the SF 1150 (Continued)
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